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Town Of Walpole
Board of Selectmen

100 BOARD OF SELECTMEN ORGANIZATION & OPERATIONS

SECTION 101 GENERAL

101-001: PURPOSE

The Board of Selectmen of the Town of Walpole, (hereinafter “the Board”),
recognizing the need to codify the traditional and accepted working relationships
among the members of the Board, between the Board and the Town Administrator
and between the Board and other Town boards, committees, officials and citizens,
and also recognizing the need to systemize and reduce to writing the Town’s public
policies and procedure, here by create operating procedures for the Board of
Selectmen.

101-002: NATURE OF POLICIES and PROCEDURES

These policies and procedures shall contain items relating to topics that cannot be
addressed elsewhere. Topics that would more appropriately be addressed in a statute,
by-law, regulation or Charter shall not be addressed in this format.

101-003: PROTOCOL FOR ESTABLISHING POLICIES and PROCEDURES

Draft policies and procedures shall be placed on the agenda for a regularly scheduled
meeting of the Board. Drafts shall be in writing, and may be introduced only by a
member of the Board or the Town Administrator. Upon receipt of a draft the Board
may choose to discuss the policy immediately or schedule it for a future meeting.
The Board may schedule any hearings or meetings they feel necessary for discussion.
The Board may distribute a draft copy of the policy to the appropriate officials they
feel necessary for comment.

101-004: AUTHORITY
The powers of the Board of Selectmen are established by state laws, the By-laws and

Charter of the Town of Walpole and are granted in terms of action as a group,
members of the Board have authority only when acting as a board legally in session.
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101-005: VIOLATIONS

Any person who violates any provision of these policies & procedures shall be
subject to disciplinary action by his/her appropriate appointing authority.

SECTION 102 ESTABLISHMENT

102-001: ELECTION and QUALIFICATION

In accordance with the Town Charter the Board shall consist of five duly elected
members. An individual must be a registered voter in the Town. Upon election, the
Board member must take an oath of office and be sworn to faithful performance of
official responsibilities by the Town Clerk.

102-002: VACANCY

If a vacancy occurs in the membership of the Board of Selectmen, the Board or its
remaining members may call a special election to fill the vacancy and shall call such
election upon the request of two hundred (200) registered voters of the Town, (or
twenty percent of the total number of registered voters of the town, whichever
number is lesser); provided that such request, is filed with such remaining Selectmen
not less than one hundred (100) days prior to the date of the next annual election.

102-003: ROLE OF THE BOARD OF SELECTMEN, POWERS AND
DUTIES

1. The Board of Selectmen is responsible to the people of the Town of
Walpole. All executive authority of the town government shall be vested in a
Board of Selectmen, hereinafter called Selectmen. The Selectmen shall have all
the powers and duties conferred upon Boards of Selectmen under the Constitution
and General Laws of the Commonwealth as determined by the Town By-Laws
and the Walpole Charter.

The Board of Selectmen by State Law and local Charter have the powers and
duties to make or rescind appointments to town boards, offices and committees,
authorized or required by the General Laws, the Charter, by By-Law or by the
Representative Town meeting. They are responsible for supervising the
departments of the general government that are not supervised by other elected
officials. This responsibility is delegated to the Town Administrator, and the
Board will refrain from involvement in the day-to-day operations. Comments and
questions about town departments should be addressed to the Town
Administrator. The Board may be called upon to resolve disputes that are unable
to be resolved on the staff level.

2. To sign warrants for the payment of all town bills

3. To appoint a professional town administrator and town counsel
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4. To prepare the town meeting warrant

5. To provide executive policy and procedure to be carried out by the Town
Administrator.

6. To act with all powers and duties as Commissioners of Police, Fire, Roads
and Cemeteries.

7. To make investigations of the affairs of the town and the conduct of any
town department, office or agency or employee of the town, whether
elected or appointed, serving with or without pay, and any claims against
the town or require the Town Administrator and/or town counsel to make
such and investigation.

8. To make final approval and award any contracts negotiated on behalf of
the town, except for those contracts preempted by state statute.

9. To act as the Licensing Authority of the town and to issue licenses and/or
permits to properly regulate the activities of business in regard to public
health, safety and well-being, except as otherwise provided by state law.

10.  To provide for an independent audit of the accounts of the town.

11.  Torequire all offices and municipal agencies to administer and enforce the
laws equally among the public to protect the general welfare; and to bring
suit against any offices or municipal agency if necessary to carry out the
rule of that law.

102-004: GOALS AND OBJECTIVES

The Board of Selectmen will periodically establish goals and procedures. Goals,
which are time specific, will be evaluated by the Board against specific objectives.

The Board will establish goals in the following areas:

Fiscal Management

Communications

Policy Development

Intergovernmental communications/relations

Public relations

Board of Selectmen/Town Administration relations
Board of Selectmen meeting effectiveness/efficiency

NoookrwbdPE

Upon review of goals, the Board will establish a new series of objectives and set dates
for next evaluation.

102-005: ORGANIZATION OF THE BOARD
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The Board of Selectmen shall organize annually at the first regular scheduled meeting
following the annual election of Town Offices. The organizational meeting shall be
called to order by the past Chairman who shall preside as Chairman pro tem until a
new Chairman is elected. A majority vote shall constitute an election. If there is no
immediate past Chairman, the senior member in terms of current service shall serve
as Chairman pro tem. Nominations for office of Chairperson will be made from the
floor. Nominations require a second. Upon the election of the Chairperson, he/she
will call for the election of a Vice-Chairman and a Clerk under the same provisions
stated for Chairman.

SECTION 108 RESPONSIBILITES

103-001: RESPONSIBILITES OF THE CHAIRMAN

The Chairman has the same powers as any other member of the Board to vote upon
all measures coming before it, to offer resolutions and to discuss questions.

1. Preside at all meetings of the Board. Calling the meeting to order at the
appointed time. Maintain order in the meeting room, recognize speakers, call for
votes and announce the business before the Board.

2. Sign documents necessary to carry out state requirements and other
documents as voted by the Board.

3. Call Special meetings in accordance with the Open Meeting Law.

4. Participate in the planning of the Board’s Agenda.

5. Coordinate with the Town Administrator and Board’s Administrative
Secretary the scheduling of appointments before the Board.

6. Confer with the Town Administrator regarding matters that may occur
between meetings.

7. Communicate with all members of the Board information relative to matters
before the Board.

8. Represent the Board at meetings, conferences and other gatherings unless
otherwise determined by the Board of delegated by the Chairman.

9. Serve as spokesman of the Board at Town Meetings and present the Board’s
position unless otherwise determined by the Board or delegated by the Chairman.
10. The Chairman shall have the same rights as other members to discuss
questions and to vote thereon. In the absence of other offerings she/he may
introduce motions, seconds to motions and resolutions.

103-002: RESPONSIBLITES OF THE VICE-CHAIRMAN
The Vice-Chairman of the Board will act in the absence of the Chairperson as

presiding officer of the Board and will perform such other duties as may be delegated
or assigned to him/her.

103-003: RESPONSIBILITES OF THE CLERK

The primary duties of the Clerk are to sign any official document requiring the
Clerk’s signature and in the absences of the Administrative Secretary, the Clerk will
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take minutes. The Clerk is also responsible for the preliminary review of all minutes
prior to them being put forth to the Board for approval.

103-004: ROLE OF THE TOWN ADMINISTRATOR

The Board of Selectmen, by an affirmative vote of the majority, shall appoint a Town
Administrator who functions as the Town’s Chief Administrative Officer and shall be
directly responsible to the Board of Selectmen for the administration of all town
affairs placed in his/her charge by or under the Charter or Town by-law. The primary
duties of the Town Administrator shall be the day-to-day administration of the
general government as outlined in the position’s job description.

The Town Administrator must maintain a close working relationship with all
members of the Board. He/She shall regularly brief the Board members on all
important issues.

In order to provide the Town with continuity of management and the Town
Administrator with job security, the Board is committed to maintaining an
employment agreement with the Town Administrator, as permitted by Statute.

103-005: BOARD ETHICS

1. A member of the Board of Selectmen in relation to the community, should
a. Realize that her/his basic function is to make policy, with administration
delegated to the Town Administrator.
b. Realize that she or he is one of the team and should abide by, and carry
out, all board decisions once they are made.
c. Be well informed concerning the duties of a board member on both local
and state levels.
d. Remember that she or he represents the entire community at all times.
e. Accept the office of Selectman, as a means of unselfish service, not
benefit personally or politically from his or her board or outside activities.
f. In all appointments, avoid political patronage by judging all candidates on
merit, experience, and qualifications only.
g. Abide by the ethics established by the State and not use the position to
obtain inside information on matters, which may benefit someone personally.

2. A member of the Board of Selectmen, in her or his relations with
administrative officers of the Town should:
a. Endeavor to establish sound, clearly defined policies that will direct and
support the administration for the benefit of the people of the community.
b. Recognize and support the administrative chain of command and refuse to
act on complaints as an individual outside the administration.
c. Give the Town Administrator full responsibility for discharging her or his
disposition and solution.
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3. A member of the Board of Selectmen, in her or his relations with fellow board
members, should:
a. Recognize that action at official legal meetings is binding and that she or
he alone cannot bind the Board outside of such meetings.
b. Not make statements or promises of how she or he will vote on matters
that will come before the Board until she or he has had an opportunity to hear
the pros and cons of the issue during a Board meeting.
c. Uphold the intent of executive session and respect the privileged
communications that exists in executive session.
d. Make decisions only after all facts on an issue have been presented and
discussed.
e. Treat with respect the rights of all members of the Board despite
differences of opinion.

103-006 TOWN ADMINISTRATOR ANNUAL PERFORMANCE REVIEW

The Board of Selectmen shall annually conduct a performance review of the position
of the Town Administrator.

The Chairman will furnish to the board a written evaluation tool no later than the 3™
Tuesday of November that is mutually agreed on by the Board of Selectmen and the
Town Administrator. Board members shall return their completed evaluations to the
Chairman within 30 days.

The five evaluations shall be averaged into one final evaluation by the Chairman,
after eliminating any results which are off the reasonableness scale, and a summary
will be presented to the Town Administrator at a public meeting of the Board of
Selectmen.

SECTION 104 MEETINGS AND HEARINGS

104-001: REGULAR BOARD MEETINGS

Regular Board meetings are held every other Tuesday night. The Board shall not
meet on designated legal holidays.

104-002: SPECIAL MEETINGS

A meeting called for any time other than the regular meeting night shall be called a
Special Meeting. The same rules shall apply as those for a regular meeting. Special
meetings may be called provided that a majority of the members agree to meet and all
Board members are notified.

104-003: WORKSHOP MEETINGS

The Board may conduct informal working sessions as necessary. The meeting will be
posted in accordance with the Open Meeting Law; no official action will be taken.
Minutes shall be a synopsis of the transactions of the informal meeting.
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104-004: EMERGENCY MEETINGS

Emergency meetings may be convened when a sudden, generally unexpected
occurrence or set of circumstances demanding immediate action takes place. The
Chairman shall have the authority to call emergency meetings of the Board.

104-005: MEETING PROCEDURES

Meetings are to be conducted in accordance with generally accepted rules of
parliamentary procedure and the Open Meeting Law. It is the practice that
application of such procedure be on a relatively informal basis, due to the size of he
group and the desirability or flexibility in the expression of opinion, Robert’s Rule of
Order may be used as a guide in matters requiring clarification of definition.

A Quorum shall consist of three (3) members of the Board. As a practical courtesy,
action on critical or controversial matters, the adoption of policy or appointments
shall be taken whenever practicable with the full Board in Attendance. Actions and
decisions shall be by motion, second and vote.

The Town Administrator is expected to be in attendance at all meetings of the Board
in order to keep the Board informed and advised and recommend in all matters that
fall within the jurisdiction of her/his office.

She/He shall carry out the actions of the Board as they relate to the conduct and
administration of Town affairs under his jurisdiction.

104-006: EXECUTIVE SESSIONS

Executive sessions other than a few minutes in duration, will be scheduled at the end
or beginning of the open meeting. Only items clearly allowed under the Open
Meeting Law shall be included in Executive Session. The mover must specify in the
motion to enter into Executive Session the reason the session is sought. A majority of
the members present must vote to enter into Executive Session by roll call vote. The
Chairman must state whether or not the board will reconvene into open session.

SECTION 105 SELECTMEN OFFICE POLICIES

105-001: AGENDA PROCEDURES

Only items held by a Selectman may be added to the agenda.

All items for the agenda must be submitted to the Board of Selectmen office by 12:00
noon on the Thursday preceding the meeting. Items of emergency or routine nature

that develop after closing of the agenda may be considered by the Chairman under
Other Business.
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Members of the Board, Town Administrator and staff, or others, who prepare
background material for the meeting, should make an effort to have such material
available Thursday morning. If background information is insufficient or
complicated, or if complex memos or motions are presented at the meeting which
were not in the Board’s meeting packet, any member should feel free to request the
tabling of the item to allow careful study of the material presented or the motion

The agenda shall be available to the public and press at the Selectmen’s Office no
later than Monday morning and shall be posted at the Town Hall bulletin board.

Agenda normally includes:

l. Call To order at 7:30 p.m. in Main Meeting Room
. Announcements/Proclamations
[1l.  Open Forum/Citizen Input
IV.  Sponsored Agenda & Action ltems
V. Town Administrator’s Update
VI.  Review and Sign Warrants
VIl.  Roundtable

New Business

Old Business
VIl Minutes
VIII  Adjournment
(Note: the Board shall reserve agenda time at the beginning of each meeting for
the purpose of receiving public input. This agenda item shall be referred to as
Open Forum/Citizen Input, and individuals wishing to speak shall do so for not
more than three (3) minutes. The Chairman shall ensure that personalities are not
discussed, nor shall any unprofessional or unsubstantiated comments be
accepted.)

105-002: MEETING POSTINGS

The Board of Selectmen will post a notice 48 hours in advance not including
Saturday, Sunday or holidays with the time, date and location of the meeting, on the
bulletin board closest to the Town Clerk’s office and the WebSite.

105-003: MINUTES

The Administrative Secretary to the Board of Selectmen shall record open meetings
of the Board. They shall be presented to the Board and shall be considered for
approval at the next meeting of the Board.

The Minutes shall contain as required by the Open Meeting Law the date, time, place,
members present or absent and action taken at each meeting, including executive
session. The minutes shall record exactly the votes and other official actions taken by
the Board. The records or each meeting shall become public record and be available
to the public; provided however, that the records of any executive session may remain
secret as long as publication may defeat the lawful purposes of the executive sessions,
but no longer. No Votes taken in open session shall be by secret ballot.
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Approved minutes are recorded in a Minutes Book, which shall be bound when filled
to capacity. Minutes of Executive Sessions are kept separately and recorded in
accordance with the above procedures.

105-004: CORRESPONDENCE

All correspondence is opened and date stamped, unless it is addressed to a specific
Selectman and marked “Personal” or “Confidential “. The Town Administrator and
Secretary will review all incoming mail and place any items on the Agenda that
require action by the Board of Selectmen. The Agenda closes on Thursday at noon in
order to give the Secretary sufficient time to prepare Agenda. Only the Chairman can
allow documents to be placed on the Agenda that are received after noon.

105-005: BOARD MEMBER EXPENSE REIMBURSEMENT
Board of Selectmen members shall be entitled to reimbursement of expenses
incurred in the execution of their official duties subject to appropriation and
production of valid receipts/vouchers.

SECTION 106 COMMITTEES, BOARDS, COMMISSIONS

106-001: COMMITTEE APPOINTMENTS

1. This policy shall apply to all committee appointments for which the Board
of Selectmen is the appointing authority as authorized or required by the
General Laws, the Charter, By-Laws or Representative Town Meeting.

2. All appointees to committees subject to appointment by the Board of
Selectmen shall be registered voters of the Town.
3. When registered voters submit applications or resumes to be considered

for a vacancy on a committee, they must meet with the Board before the
Board will take action. The Board of Selectmen will hold all applications
for a particular appointment so as to have all applicants come in at one
time, when the Board will be making appointments.

4. Regular members are generally appointed for a three year term. The terms
of most regular members expire on April 1%,

5. Associate members are generally appointed for a one year term to expire
on April 1%,

6. If an applicant is appointed to fill the un-expired term of someone who

has resigned, their committee term expires at the same time that it did for
the person they are replacing.

7. The Administrative Secretary shall send letters in February to members,
whose terms are to expire in the following months, asking them if they
wish to be re-appointed.

8. Committee members who are scheduled for reappointment do not need to
meet with the Board. The Administrative Secretary shall prepare a list for
the Board to vote on before their expiration of their term.

9. Vacancies should be advertised on Cable TV and the Walpole Web Page.
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106-002: ADVISORY COMMITTEES OF THE BOARD OF SELECTMEN

The Board of Selectmen may appoint ad hoc advisory committees to aid on matters
under the Board’s jurisdiction. The use of such advisory committees provides greater
expertise and more widespread citizen participation in the operation of government.

Charges to advisory committees shall be in writing and shall include the work to be
undertaken, the time in which it is to be accomplished, and the procedures for
reporting to the Selectmen. Each committee must report in writing at least annually
to the Selectmen. The Board will discharge committees upon the completion of their
work.

106-003: RELATIONS WITH TOWN BOARDS, COMMITTEE AND COMMISSIONS

The Board of Selectmen, in their relationship with and to other boards, committees
and commissions, shall at all times:

1. Set Town-wide goals and priorities
2. ldentify problems and work together towards a resolution
3. Develop a process for dealing with State and County government

To carry out these functions, the Selectmen shall:

1. Schedule meetings with the Chairman of the Major Boards, Committees and
Commissions to carry out the functions outlined.

2 Schedule “All Boards” meetings.

3. Meet with State Legislators to discuss issues, which affect Walpole.

The Board of Selectmen shall meet not less than once annually with each committee,
board or commission that it appoints to receive progress updates and reports. Other
elected boards and commissions shall be invited to meet with the Board, as the
Selectmen shall deem appropriate.

106-004: RESIDENTIAL REQUIREMENT

It shall be the policy of the Board that residency within the Town of Walpole shall be
required of any individual who shall serve on any town committee or board so
appointed by the Board of Selectmen.

106-005: RELATION TO CITIZENS

The Board recognizes that it represents and is accountable to all the citizens of
Walpole. It is the Boards policy to make every effort to strengthen communications
with citizens.

1. Anindividual or group may request an appointment before the Board to the
Chairman of the Board through their Secretary. The Board requests that they state the
reason for the appearance and the action desired. Citizens are encouraged to have
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written material submitted in advance to allow the Board Members the opportunity to
review prior to their next meeting. Appointment requests must be presented to the
Chair for his/her approval/denial prior to the close of the agenda.

2. As stipulated herein, at the first meeting of each month, the Board shall allocate
time for an OPEN FORUM, which provides an opportunity for citizens to voice their
concerns. Any questions raised by a citizen during this time will not generally be
answered unless the Board and or Town Administrator are able to respond with an
appropriate answer. The Town Administrator will investigate any questions or
concerns raised by a citizen and respond to the citizen promptly.

SECTION 107 REMOTE PARTICIPATION POLICY

107-001: ADOPTION

In accordance with 940 CMR 29.10(2)(a), the Board of Selectmen, hereby adopt 940
CMR 29.10 so that remote participation is permitted in the Town.(adopted October
12, 2012 by the Board of Selectmen) In accordance with 940 CMR 29.10(3), the
Board of Selectmen may revoke its adoption of 940 CMR 29.10 by simple majority
vote at any time.

This policy and 940 CMR 29.10 shall apply to all Town boards, committees,
commissions, sub-committees and working groups regardless of whether such public
bodies are appointed or elected and whose meetings are televised. Where the Remote
Participation Policy is more stringent than 940 CMR 29.10, the Policy shall control.
This policy may be amended by the Board of Selectmen at any time in accordance
with 940 CMR 29.10.

The Board of Selectmen allows any individual Board, Committee, or Commission to
vote against “opt-out” using remote participation at any of their meetings.

107-002: PURPOSE

The intent of this policy is to establish clear guidelines on the practice of remote
participation by Town Boards and Committees under the Open Meeting Law, M.G.L.
c.30A, 8818-25.

It is the intention of the Board of Selectmen that remote participation in meetings be
an infrequent event, for both individual board members and Town Boards and
Committees as a whole. Chairs of public bodies are encouraged to interpret these
rules in a strict fashion and to continue to encourage all members to attend meetings
in person.

107-003: MINIMUM REQUIREMENTS

1. Members of the public body who participate remotely and all persons present at
the meeting location shall be clearly audible to each other.
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2. A quorum of the body, including the chair or, in the chairs absence, the person
authorized to chair the meeting, shall be physically present at the meeting
location, as required by M.G.L. ¢.30A, §20(d).

3. Members of the public body who participate remotely must have access to the
same materials being used at the meeting location.

4. Members of public bodies who participate remotely may vote and shall not be
deemed absent for the purposes of M.G.L. c. 39, §23D.

107-004: PERMISSIBLE REASONS FOR REMOTE PARTICIPATION

A Board or Committee member may attend a meeting through electronic
conferencing if his or her physical presence at the meeting is prevented due to
extenuating circumstances such as: personal illness or disability; a family or other
emergency; military service; significant geographic distance (due to personal
employment or business with public body.) A member may not participate remotely
only for convenience.

107-005: METHODS OF REMOTE PARTICIPATION:

1. Telephone, internet, or satellite enabled audio or video conferencing. If video
conferencing is used, the member participating remotely must also be visible to
all in attendance.

2. Any other technology that enables the remote participant and all persons present
at the meeting location to be clearly audible and, if possible clearly visible to all
persons present at the meeting location.

107-006: REMOTE PARTICIPATION PROCEDURE:

1. Prior to the meeting the Chair shall make every effort to ensure the equipment is
available and functioning properly. If the required equipment is not available then the
Chair shall deny the request for remote participation.

2. A quorum of the public body must be physically present at the meeting location
before a member may participate remotely.

3. Any member of a public body who wishes to participate remotely shall, as soon
as reasonably possible prior to a meeting, notify the chair or, in the chair’s absence,
the person chairing the meeting, of his or her desire to do so and the reason for and
facts supporting his or her request.

4. At the start of the meeting, the chair shall announce the name of any member
who will be participating remotely and the reason under 940 CMR 29.10 for

his or her remote participation. It is important to protect a member’s privacy rights
with respect to illness or disability, use the words “personal illness” or “geographic
distance”. This information shall also be recorded in the meeting minutes.

5. All votes taken during any meeting in which a member participates remotely
shall be by roll call vote.
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6. A member participating remotely may participate in an executive session, but
shall state at the start of any such session that no other person is present and/or
able to hear the discussion at the remote location, unless presence of that

person is approved by a simple majority vote of the public body.

7. If technical difficulties arise with the media connection, the chair or acting chair
must decide how to address them. It is encouraged to suspend deliberations while the
difficulties are being addressed. If the remote member is disconnected during the
meting, the minutes must reflect this fact.

8. When feasible, the chair or, in the chair’s absence, the person chairing the
meeting, shall distribute to remote participants, in advance of the meeting,

copies of any documents or exhibits that he or she reasonably anticipates will be
used during the meeting. If used during the meeting, such documents shall be

part of the official record of the meeting, and shall be listed in the meeting

minutes and retained in accordance with M.G.L. c. 30A, sec. 22.

The Board of Selectmen reserve the right to revoke Town Board remote participation
at anytime under 940 CMR 29.10 (3).
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Town Of Walpole

Board of Selectmen

200 GENERAL GOVERNMENT]

SECTION 201: EMPLOYEE POLICIES

201-001: COMMEMORATION OF EMPLOYEE

Upon receipt of notice of the death of a current or retired employee of the Town of Walpole,
the relevant Town facility (Town Hall, Police Station or Fire Station) shall display the
appropriate bunting on the exterior of the building and all flags on Town property shall be
lowered to half-mast to commemorate the passing of a colleague in public service for the
duration defined as follows:

Line of duty death: from the notice through thirty (30) days after the funeral
Current or Retired employee: from the notice through seven (7) days after the funeral

Should the closest relative (s) (parents, spouse, and children) desire not to implement this
policy, the Town shall honor their wishes.

201-002: APPOINTMENTS/HIRING (updated 6/1/2010)

1. Selectmen Appointments
In accordance with the Walpole Charter, Section 3-2 (4), the Selectmen appoint the
following positions:
@ For Fixed terms:
Constables, (after notice having been duly advertised for one month prior to said
appointments), Town Counsel and an Animal Control Officer (formerly known
as “Dog Officer”).

(b) For Indefinite Terms:

A Town Administrator, Town Clerk, Veteran’s Agent, Chief of the Police
Department, a Chief of the Fire Department, an Emergency Management
Director (formerly known as Civil Defense Director), and a Sealer of Weights
and Measures.

In addition, the Selectmen appoint sworn Police and Fire Personnel.

2. Employment
The Board of Selectmen Policy for the recruitment, selection, and appointment of non-

union personnel is identified below. The process for union personnel shall be in
accordance with specific union collective bargaining agreements. The filling of positions
on a seasonal/recreation, temporary and/or emergency basis as determined by the Town
Administrator shall not be subject to the requirements herein.
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@ Recruitment
A Department with a vacancy or a newly budgeted position shall notify Town
Administration and the Personnel Department of such position.

(b) Job Posting and Advertising

(©)

- All positions must be posted and advertised for at least 10 calendar days
before being filled.

- Job posting is a centralized process coordinated through the Personnel
Department. The position will be posted at specified locations in the Town Hall,
the department seeking to fill said vacancy, and the Library.

- Advertising of a position will be on the Town of Walpole web-site, on the
local cable-television system, and within a local newspaper at least one week
prior to deadline. Department Head positions or other posts requiring unusual
skills or talents may be advertised in Statewide or national newspapers or
professional journals, such as the MMA Beacon or ICMA Newsletter.

Interviewing/hiring

- A Screening Committee shall be created by the Town Administrator or
his/her designee. A representative from the applicable Department should be
included (if applicable).

- When there are a sufficient number of applicants, a Screening Committee
shall generate a list of 3 to 5 finalists with ranking for the appointing authority’s
consideration. The appointing authority will then conduct final interview(s).

(d) Appointment Process

201-003:

- The Board of Selectmen shall interview finalists for positions appointed
by the Board in open session at a special session of the Board.

For positions appointed by the Town Administrator, all finalists shall be
interviewed by the Town Administrator following a screening committee review
and narrowing of applicants.

- The successful applicant will be presented a job offer by the applicable
appointing person/entity (Board or Town Administrator) contingent upon
successful completion of a Town physical examination, review of references
and/or background, and specific physical abilities testing if so required.

- Town Administration, Selectmen and Personnel Board sign Personnel
Action Form to formalize hiring.

- Person becomes employed.

DRUG FREE WORKPLACE POLICY

The purpose of the Town of Walpole’s Drug-free Workplace Policy is to emphasize
prohibitions against the use or possession of illegal drugs or alcohol and to make employees
and managers aware of the penalties for substance abuse on the job.
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1. All employees are forbidden to use or possess illegal drugs or alcohol at any time
during the work day or anywhere on the employer’s premises. Workers also are forbidden to
engage in any sale, manufacture, or other transactions and activities involving illegal drugs
on the employer’s premises, Violators will be subject to immediate discipline (suspension or
termination) consistent with existing state and federal labor laws and union-approved
policies. Disciplinary action will be taken consistent with the procedures established under
current collective bargaining agreements, if any. Additionally, employees who are under the
influence of drugs or alcohol while on the job will be subject to discipline.

2. The employer may seek the right to search handbags, containers, or other personal
effects of workers at any time in compliance with federal and state laws and collective
bargaining agreements governing such actions. If deemed necessary and allowable by law,
employees may be asked to submit to physical search. At no time will any employee be
searched by or in the presence of a member of the opposite sex. Refusal to cooperate may
be treated as insubordination warranting immediate discipline.

3. Employees who appear to be impaired while on the job may be asked by their
supervisor to submit to a test to determine whether they are under the influence of illegal
drugs or alcohol. Tests that may be used include blood tests, urinalysis, or breathalyzer.

4. Any sale of illegal drugs during the work day or on the employer’s premises will be
treated as gross misconduct, punishable by immediate discipline (suspension or termination).
Any off-duty employee convicted of selling drugs may also be subject to discipline by the
employer.

5. Employees who must use a prescription drug that causes adverse side effects (e.g.
drowsiness, or impaired reflexes or reaction time) should inform a supervisor that they are
taking such medication or are under a physician’s advice to do so. Such employees are
responsible for informing supervisors or the drug’s possible effect on performance and the
expected duration of use. If a worker is using a drug that could cause safety problems, the
supervisor may grant the employee sick leave or temporarily assign the employee different
duties.

6. All employees, as a condition of employment, must notify their supervisor of any

criminal drug statute conviction for a violation occurring in the work place no later than five
(5) days after such conviction.

7. Certification of Drug Free Workplace: The Town of Walpole certifies that it will
provide a drug-free workplace by:

a. Publishing a statement notifying employees that the unlawful manufacture,
distribution, dispensing, possession or use of a controlled substance is prohibited
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in the applicant’s workplace and specifying the actions that will be taken against
employees for violation of such prohibition.

b. Establishing a drug-free awareness program to inform employees about:
1) The dangers of drug abuse in the workplace;
2) The applicant’s policy of maintaining a drug-free workplace;
3) Any available drug counseling, rehabilitation, and employee assistance
Programs; and,
4) The penalties that may be imposed upon employees for drug abuse
violations occurring in the workplace.

c. Notifying the employee in the statement required by paragraph one (1) that, as a
condition of employment the employee will:
1) Abide by the terms of the statement, and,
2) Notify the employer of any criminal drug statute conviction for a violation
occurring in the workplace no later than five (5) days after such conviction.

d. Taking one of the following actions, within thirty (30) days of receiving notice under
paragraph 3b, with respect to any employee who is so convicted:
1) Taking appropriate personnel action against such an employee, up to and
including termination; or
2) Requiring such employee to participate satisfactorily in a drug abuse
assistance or rehabilitation program approved for such purposes by a federal,
state, or local health, law enforcement, or other appropriate agency.

e. Making a good faith effort to continue to maintain a drug-free workplace through
implementations of paragraphs one through four.

8. The place of performance shall be the Town of Walpole, Town Hall and all other
municipally owned facilities and their immediate area.

201-004: SEXUAL HARRASSMENT POLICY

The Town of Walpole is committed to the provision of a safe and non-discriminatory work
place for all of its employees. Pursuant to this commitment the Board of Selectmen and the
Personnel Board endorse and adopt the following policy and its adjunct procedures to
educate employees, to comply with statutory mandates, to address real and potential
incidents and to strive to secure a harassment-free work environment.

1. Itis illegal and against the policies of the Town of Walpole for any employee or Town
Official, male or female, to sexually harass another employee by:
a. Making unwelcome sexual advances or requests for sexual favors or other verbal or
physical conduct of a sexual nature, a condition of the employee’s continuing
employment, or
b. Making submission to or rejection of such conduct the basis for employment
decisions affecting the employee, or
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c. Creating an intimidating, hostile or offensive working environment.

2. Examples of conduct, which may constitute sexual harassment include but are not
limited to:
a. Using one’s position or authority, either implicitly or explicitly, to coerce an
employee into complying with sexual favor;
b. Unwanted touching, fondling, patting, hugging, pinching, kissing, cornering or
brushing,
€. Questions and compliments about a person’s sexual behavior, sexually
oriented jokes, or comments about a person’s body or conversations filled
with sexual innuendo and double meanings, and
d. Displaying sexually suggestive pictures or objects in the work place, leering or
ogling in a sexually explicit manner, or gesturing and making lewd motions with
one’s body.
e. Viewing sexually explicit websites, sending sexually explicit emails or voicemails.

3. Any employee who believes he or she has been the subject of sexual harassment should
report the alleged act(s) and/or behavior to his or her department head and/or Michael
Boynton, Town Administrator, James Johnson, Assistant Town Administrator or Valorie
Donohue, Personnel and Benefits Coordinator at Walpole Town Hall, 135 School Street,
Walpole, MA 02081, (508) 660-7289. Complaints should be made within a timely manner.
Complaints may also be made through contacting either of the two government agencies
below:

Massachusetts Commission Against Discrimination
One Ashburton Place, Room 601

Boston, MA 02108 (617) 994-6000

Web site www.mass.gov/mcad/hours.html

Equal Employment Opportunity Commission

John F. Kennedy Federal Building

475 Government Center

Boston, MA 02203 (800) 669-4000 or (617) 565-3200
Web site www.eeoc.gov/boston/index.html

4. An investigation of all complaints will be undertaken immediately and in compliance
with the Sexual Harassment Complaint Procedure. Any supervisor, agent or other employee
who has been found by the administration after appropriate investigation to have sexually
harassed another employee will be subject to appropriate sanctions, which range, depending
upon the circumstances, from remedial training up to and including termination.

5. Any retaliation for filing a complaint or cooperating in an investigation is unlawful and
is prohibited by the Town. Retaliatory action shall be regarded as a separate and distinct
cause for complaint under the Sexual Harassment Complaint Procedure, and as a basis for
disciplinary action against the offending employee should investigation validate said
complaint.
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6. The complaint procedure shall be implemented in instances of the alleged sexual
harassment of employees by non-employees and on non-employees by employees occurring
in the work place and within the jurisdiction of the complaint procedure of the Town of
Walpole. Alleged occurrences, which are not within the jurisdiction of the complaint
procedure, will be referred to an enforcement agency, if applicable. If there is no available
enforcement agency, administration will take reasonable steps to prevent such conduct.

7. The Board of Selectmen and the Personnel Board affirm their responsibility to provide a
work environment free of sexual harassment and recognize that such an environment is the
result of continued responsible action and behavior by all employees. Any employee is
encouraged to raise questions regarding sexual harassment or other barriers to equal
employment opportunity with the Assistant Town Administrator.

8. Sexual Harassment Complaint Procedure:

Any employee who believes that he or she has been the subject of sexual harassment should
report the alleged charge immediately in accordance with the following procedure. (All
information disclosed in the procedure will be held in strictest confidence and will only be
disclosed on a need-to-know basis in order to investigate and resolve the matter.)
STEP 1

The individual alleging sexual harassment will report the incident to his or her department
head and/or the Town Administrator, Assistant Town Administrator or Personnel and
Benefits Coordinator as soon as possible and will be interviewed to discuss the nature of the
allegations. If said allegations are made to another person, the matter must be immediately
directed to the Assistant Town Administrator. The Assistant Town Administrator will
discuss the matter separately with the complainant and alleged harasser, in an attempt to
mediate and resolve the matter.

STEP 2
If the matter cannot be resolved, the individual alleging sexual harassment will be informed.

a. That in order to pursue the complaint further, he or she must, with assistance if
requested, detail the nature of the complaint, and

b. That there are external procedures, administrative and judicial (MCAD, EEOC and
personal legal counsel) which are also available recourse.

If the complainant does not detail the allegations, the specific complaint cannot be further
investigated by the Town of Walpole Officials unless circumstances clearly indicate
otherwise. Upon receipt of the details of the complaint, the Town Administrator will be
notified. The Town Administrator shall determine involvement of legal counsel.
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STEP 3
Within five days after receiving the details of the complaint (if at all possible), the alleged
harasser will meet with the Assistant Town Administrator and be informed of:

a. The charge being made,

b. Town policy regarding sexual harassment, and

c. The seriousness of the charge made.
The respondent will be provided with the details of the complaint and given the opportunity
to refute the allegation by responding verbally or in writing, providing all specifics in
support of rebuttal.

STEP 4

The Assistant Town Administrator shall investigate the allegations. This investigation can
include, but is not limited to:

- interviews with respondent/complainant,

- interviews with supervisor,

- interviews with witnesses, and

- review of any documents on file

Upon the commencement of Step 2 of complaint, the Assistant Town Administrator will
report findings of fact to the Town Administrator. In all cases, the thorough investigation
and thoughtful consideration are paramount, however, timely resolution remains the
objective. The Town Administrator will determine the action to be taken and it will be
based on the facts on a case-by-case basis with whatever consultation the Town
Administrator may require.
STEP 5

Upon receipt of the Town Administrator determination, either party may appeal the decision
in writing to the Board of Selectmen* or the Personnel Board* within 15 days. This appeal
must outline the reasons why the individual feels the decision to be erroneous. The Board of
Selectmen or the Personnel Board will determine the final outcome through review of the
record or a meeting of all parties. However, any action directed by the Town Administrator
shall be implemented upon his/her determination and such action will also be reviewed upon
appeal.

Any retaliatory action taken by an employee against any other employee as a result of an
individual’s seeking redress under this procedure is prohibited and shall be regarded as a
separate and distinct cause for complaint under this procedure, and as a basis for disciplinary
action against the offending employee.

*Complainants whose positions are covered by Union Contracts shall appeal to the Board of
Selectmen; complainants whose positions are not covered by collective bargaining
agreements shall appeal to the Personnel Board.

201-005: EMPLOYEE RECOGNITION PROGRAM

1. General Purpose: The employee recognition program is designed to recognize
employees for the vital role they play in the success of our organization and in
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promoting the Town's commitment to operating in an efficient, customer service orientated
manner. This program will recognize an employee or employees each month who make
extraordinary efforts in the delivery of customer service and/or the cost effective operations
of town government will receive special recognition for their initiative. The program is also
intended to convey to the community the positive and beneficial efforts of Town staff.

2. Nominations & Committee Review: An Employee Recognition Committee will be
formed to recognize employees who make exemplary efforts in the pursuit of the Town's
customer service ideal and/or who go above and beyond the call in the course of their daily
duties. Supervisors, co-workers, customers, or anyone else (i.e.: residents, customers,
vendors, etc.) who can testify to the exemplary efforts of any Town employee can make
nominations. The nomination can be made for ongoing excellence in customer service or a
particular incident where an employee went well above and beyond their role in assisting a
customer, identifying a cost savings initiative, or suggesting/implementing an innovative
service delivery concept. Nomination forms can be obtained at the Town Administrator's
office or at the Human Resource's Office. Nomination can also be made directly to the
Assistant Town Administrator by letter.

3. Employee of the Month: The committee will select one award recipient each month who
will be recognized through press releases, posting at the Town Hall, and who shall also be
awarded with a paid personal day to be used within thirty (30) days from date he or she is so
proclaimed “Employee of the Month.” In special circumstances, more than one employee
may be so recognized in a given month provided that the award is the result of a
special/extraordinary incident or activity.

4. Committee Composition: The committee will be comprised of the Assistant Town
Administrator, the Chairman of the Personnel Board or his/her designee, and the Director of
Public Works.

201-006: USE & OPERATION OF MOTOR VEHICLES

1. General Policy: The use and operation of motor vehicles owned or hired by the Town of
Walpole shall be governed by this policy. Drivers who are required to have a C.D.L. must
also comply with any applicable Federal, State or local requirements.

a. Motor vehicles shall only be operated by a paid employee or a volunteer of the
Town possessing the appropriate class and valid Driver's License needed for the
vehicle being driven; except that motor vehicles may be operated by others hired
in connection with repair and maintenance work as directed by the Town.

b. Motor vehicles shall only be operated for official Town business and at the
discretion of the appropriate Department Head.
C. The use of Town-owned or hired motor vehicles for unreasonable personal use is

prohibited unless otherwise contractually permitted. The Town Administrator
shall take corrective action of abuses of this provision.

d. An operator shall transport only Town employees or officials in Town-
owned or hired vehicles except that persons who are not employees or
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officials may be transported in connection with official business of the Town.
Persons who are not employees or officials of the Town may also be transported
in connection with parades and celebrations as authorized by the Town
Administrator. In addition, persons who do volunteer work for the Town may be
transported in Town-owned or hired vehicles. Any resident may be transported in
School or Council on Aging vans, buses, or sedans.

No operator shall allow more than six persons to ride in an automobile, nor more
than three in the cab of a pickup truck or dump truck.

No operator of a pickup truck or dump truck shall allow any rider to stand in the
body of such vehicles while the vehicles are in motion.

Any operator of a Town-owned vehicle who is cited for a violation of the motor
vehicle laws may be subject to disciplinary action dependent upon the citation
received. Disciplinary action shall be limited to a written warning, suspension of
the right to operate Town-owned or hired motor vehicles for a period of time or
permanent loss of right to operate Town-owned or hired motor vehicles.

Any operator who is convicted of operating a Town-owned or hired vehicle
under the influence of alcohol or drugs or convicted of possession of alcohol or
drugs shall be terminated from employment. Any employee arrested for driving
under the influence, whether operating a Town-owned vehicle or personal
vehicle shall notify the Town Administrator immediately.

2. Assignment of Vehicles:

a.

The following employees and officials shall have motor vehicles assigned to
them for use in the conduct of their official business.

1) Town Administrator

2) Director of Public Works

3) Fire Chief

4) Police Chief

5) Health Director

6) Inspector of Buildings

7) Superintendent of Highways, Parks & Cemeteries

8) Superintendent of Building Maintenance

9) Superintendent of Vehicle Maintenance

10)  Superintendent of Water & Sewer

11)  Asst. Superintendent of Highways, Parks & Cemeteries
12)  Asst. Superintendent of Water & Sewer

13)  Town Engineer

14)  Animal Control Officer

15)  Deputy Police Chief

16)  Deputy Fire Chief

The above employees and officials may also use said vehicles for transportation

to and from work, provided that the community of their principal place of
residence is within fifteen miles of the Walpole Town Line.
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C. The Town Administrator may from time to time permit other employees or
officials to use vehicles for transportation to and from work on a temporary basis
if it is consistent with the needs of the Town. All other vehicles will be assigned
on a daily basis by the Department Head and garaged at the appropriate Town
facility when not in use.

d. The Town Administrator may permit the Director of the D.P.W. to assign
vehicles, on a temporary basis, to a Foreman or other employee from each
Division who would be responsible for responding to after hour emergency calls,
which relate to the respective Division, in conformance with these regulations
including the restrictions under Item 3. Vehicles assigned to Foreman may not be
used for transportation outside Town during the lunch period.

3. Vehicle Cleanliness: Vehicles are to be washed as needed, but not less than bi-weekly.
Interiors are to be cleaned and free of debris and dirt at the end of each day. The
Department Head of each department and division shall be responsible for ensuring
compliance herein.

4. Vehicle Accident Policy: In the event that any employee operating a Town owned
vehicle is involved in a motor vehicle accident, the following procedure will be observed
at all times:

a. Report the accident immediately to the police in the city or town the
accident occurs in. If in Walpole, contact WALPOLE CONTROL via two-
way radio. If a radio is not available, or you are not in Walpole, use a
telephone and dial 911 or *77 from a cell phone. When reporting the
accident, provide the following information:
- Your exact location
- Whether or not you, any passenger(s), or the operator(s) of the
other vehicle(s) may be injured.
- Advise the dispatcher that you are in a Town of Walpole

vehicle
b. Do not move the vehicle(s) unless directed to do so by a police officer or if
the present location of the vehicle will cause further risk of accident.
C. If you are able to do so, retrieve a copy of the vehicle registration from the

vehicle along with your driver’s license and make them available to the
investigating police officer. DO NOT SIMPLY EXCHANGE PAPERS
WITH THE OTHER OPERATOR(S). Every vehicle accident involving a
Town of Walpole vehicle MUST be investigated by a police officer.

d. Contact your immediate supervisor immediately and advise him or her of
the accident. If necessary, request his or her response.

e. Prior to police arriving on scene, be sure to obtain the license plate and
make/model/color of the other vehicle(s) involved and write this down.

f. If the vehicle is to be towed from the scene, obtain all information as

to the name of the tow company and the location of where the
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vehicle is being towed. If there is another vehicle being towed, obtain the
same information for that vehicle.

g. Upon return to duty or earlier if directed by a supervisor, complete an
accident report for Town files and insurance purposes.
h. If so directed by a supervisor, you may also be required to complete an

incident report on the accident.
5. Vehicle Registrations: Vehicle Maintenance staff shall ensure that a copy of a motor
vehicle’s registration is placed inside every vehicle. Vehicle Maintenance will maintain

the originals of those registrations.

6. Municipal Vehicle Parking:

a. All municipal vehicles shall be parked in accordance with posted parking
regulations at all times.
b. Operators of municipal vehicles are to park ONLY in marked spaces

when at Town Hall. Fire Lanes, end of aisles, and the side(s) of the
building are not authorized spots. Town Hall staff assigned vehicles will
be required to park said vehicle in assigned parking stalls on the westerly
side of Town Hall.

7. Fuel Conservation: Municipal vehicles shall not be allowed to idle unattended for
extended periods, unless the idle is necessary at an emergency scene or in winter
conditions.

8. Mileage Reimbursement Rate — Private Vehicle Usage: The Town reimbursement rate
for employees who use their personal vehicles for official use shall be equivalent to the
IRS rate in affect on July 1% of the given fiscal year, when such use is documented on an
official reimbursement form.

201-007: EMERGENCY CLOSINGS: TOWN HALL & TOWN OFFICES
1. The decision to close Town Hall offices due to emergency situations (storm, power
failure, snow, etc.) is made by the Office of the Town Administrator. This decision will
govern all offices within the Town Hall.
Should a shut down of Town Hall Offices be required the following pay policy will
apply:

a. When Town Hall Offices are shut down for the entire day before the
start of the normal work day, non-union, non-salaried employees
schedule to work on the specific day will receive pay for the regularly
scheduled hours of work between 8am and 4pm.

b. When Town Hall Offices has a delay opening at the start of the normal
work day, non-union, non-salaried employees schedule to work on the
specific day will receive pay for the regularly scheduled hours of work
between 8am and 4pm only if they report to work at the designated
opening time. However, if the employee does not to report to work they
can apply any unused personal days or vacation days for the entire
scheduled workday.

200-11



2. If the Town Hall Offices are shut down during the workday the following pay policy
will apply:

a. Those non-union, non-salaried employees at work at the time of the shut
down will be paid for their entire scheduled day between 8am and 4pm.

b. Those non-union, non-salaried employees not at work at the time of the
shut down will be paid for actual hours worked that day.

C. If Town Hall Offices are not closed by the Office of the Town

Administrator, absent non-union, non-salaried employees will receive no
pay. Employees may, however, apply any unused personal days or
vacation days.

3. Town Hall Offices include all functional offices within the Town Hall Facility,
Recreation, and the Senior Center.

201-008: EMPLOYEE INTERNET & E-MAIL USE POLICY

1. Walpole’s Goals for Technology:

The Town of Walpole’s computer networks are connected to the Internet and other on-
line services in order to allow Town government to serve the public more efficiently and
effectively. Accordingly, various on-line capabilities are made available to designated
Town employees for legitimate, work-related purposes. These capabilities may include
the ability to send and receive electronic mail (E-mail), to conduct information searches
on the “World Wide Web,” to gain access to computers not owned or controlled by the
Town, and to copy data to and from remote computer sites.

Use of these capabilities is subject to the same management oversight and supervision as
any other employee activity. Such use must conform to all applicable laws and
regulations. All official policies and procedures established by the Town Administrator
or his/her designees to regulate the behavior and performance of Town employees shall
apply to use of these computer capabilities. Failure to comply with the guidelines in this
policy may result in termination, suspension, or other limitation of an employee’s
privileges for access to Internet-related capabilities, and may be the cause for further
discipline up to and including discharge.

2. Communications & Information Access:

a. To provide equitable access for all employees to network resources to
practice research and problem-solving skills.

b. To provide all members of the municipal community with opportunities
to communicate and collaborate with the broader local and global
communities.

3. Instructional/Curricular Technology Integration:
a. To have all employees use technology to ethically access and analyze
information, think critically, solve real-world, complex problems and
expand research skills.
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b. To have all employees use technology to improve their ability to
communicate effectively for a variety of purposes, audiences, and
situations.

4. Explanation of Networked Resources:

The Town of Walpole has actively pursued making advanced technology and increased
access to learning opportunities available to our staff. Our goal in providing this service
to employees is to promote educational excellence by facilitating resource sharing,
innovation and communication. While we support and encourage employee access to a
wide variety of information resources, we recognize the responsibilities for using the
networked resources appropriately, legally and ethically. Networked resources include,
but are not limited to, CD-ROM materials, on-line library catalog systems, the Internet,
electronic mail, bulletin-board conferencing systems and information stored on the
Town’s servers, such as data files and applications.

5. The Internet:

The Internet is a vast, global network, linking computers at Libraries, State and Federal
Agencies and other sites. This technology allows for communication and access to
information on a global scale including but not limited to:

a. Access to local, state and federal entities, agencies and contributing
authorities and consultants.
b. World Wide Web sites that offer thousands of resources

C. Access to university library catalogs, the Library of Congress and ERIC.

d. Information and news from research institutions as well as the
opportunity to correspond with researchers and educators.

e. Discussion groups on a variety of topics.

f. Electronic mail communication with people all over the world.

6. Disclaimer of Liability:

With access to computers and people all over the world also comes the availability of
material that may not be considered to be of value in the context of the municipal setting.
The Town of Walpole has taken precautions to restrict access to controversial materials.
However, on a global network it is impossible to control all materials. The Town of
Walpole believes that the valuable information and interaction available on this
worldwide network far outweighs the possibility that users may procure material that is
not consistent with the goals of the Town. The Town of Walpole cannot be held
responsible for the accuracy and quality of information obtained on the Internet.

The Town of Walpole disclaims all liability for the content of material that an employee

may access on the Internet, for any damage suffered in the course of, or as a result of, the
employee Internet use, and for any other consequences of an employee’s Internet use.
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7. Implementation Guidelines:

All staff will be offered instruction through Information Management on the use of
networked resources as part of the program incorporating technology into the work area.
An awareness of the philosophy of the Town of Walpole concerning the use of
networked resources includes staff recognition that the Internet is one of many resources.
Guidelines must be provided for employees.

8. Networked Resources Access is a Privilege:

All uses of Walpole’s networked resources must be in support of, and consistent with
municipal operations and objectives. Network access through the Town of Walpole is a
privilege, not a right. Unacceptable uses of the network will result in the limitation or
cancellation of user privileges and possible disciplinary or legal action.

Adherence to the policy is a condition for an employee’s privilege of networked
resources access. All employee users of the networked resources must read, sign and
agree to the terms of the following Acceptable Use Policy. Employees who have not
returned the signed form with his/her signature will not be given network access and are
prohibited from using networked resources with town owned computers, during
compensated or uncompensated hours nor associating with the Town during personal,
private non-town use.

9. Listing of Acceptable and Unacceptable Uses:

Appropriate use of technology in the municipal environment is the joint responsibility of
administration and staff. Every user is expected to take individual responsibility for
appropriate use of the network when selecting, sharing or exploring information and
media.

a. E-mail and other on-line services are the property of the Town of Walpole
and must be used for Town of Walpole’s business purposes.
b. E-mail messages are considered public records and are therefore legally

discoverable and subject to record retention policies. Employees should
not expect that e-mail messages (even those marked “personal”) are
private or confidential.

C. The Town Administrator may, for legitimate business reasons, approve
the monitoring of e-mail messages. Legitimate business reasons include,
but are not limited to, system checks, review of employee productivity
when employee productivity is called into question by a supervisor or
manager, investigations into claims of possible criminal activity, and
investigations into claims of inappropriate use of the Town’s Internet or
on-line services.

d. Use of the Town’s system constitutes consent to monitoring of e-mail
transmissions and other on-line services and is conditioned upon strict
adherence to the Policy.

e. All users are expected to undertake precautions to prevent
infection of Town’s computers by computer viruses. In particular,
executable programs imported from other sites to the Towns’ computers
must not be used unless they have been authorized by
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the Management Information Services Department (MIS) and they have been

subjected to virus detection procedures approved by MIS. The MIS Department

may, from time to time, impose additional restrictions of regulations on the
importing of remote files, and such restrictions or regulation shall be considered
part of this policy.

f. Notwithstanding the provisions of prohibited used, political lobbying or
other activities that may be deemed to be political in nature shall be
permitted to the extent that such activities are a part of the official
responsibilities of an employee, provided that such activities relate to
political issues rather than to specific political candidates.

g. Managers and supervisors are responsible for ensuring that all their
employees using computers have read this policy and understand its
applicability to their activities.

Acceptable uses of the Town of Walpole’s networked resources include, but are not
limited to, information/resource sharing and materials that:

h. Reflect honesty, and high ethical and moral responsibility.

i Show restraint in the consumption of shared resources.

J- Promote innovation and excellence through research, worldwide resource
sharing and communication.

k. Demonstrate respect for intellectual property and ownership of data.

10. Prohibited Uses:
The following uses of the Town of Walpole networked resources are not permitted:

a. Accessing, sending or displaying offensive, obscene, sexually explicit,
defamatory, or harassing messages or materials work, or from home to
work.

b. The transmission of materials used for commercial promotion, product
endorsement, or political lobbying (see above).

C. Attempts to violate the computer security systems implemented by the
Town of Walpole or other institutions, organizations, companies or
individuals.

d. Software piracy, or the downloading and transferring of software for
which the user does not have the proper licensing.

e. Trespassing in another’s folders works or files.

f. Plagiarizing, i.e., taking material created by others and presenting it as
one's own.

g. Sharing your password with anyone or using another person’s password.

h. Damaging computers, systems, or networks.

i Tampering with, making changes to, or altering system folders or files.

J Uploading or creating computer viruses.
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K. Violating copyright laws and illegal distribution of software.
l. Intentionally wasting limited resources.

m. Using Town resources for personal, commercial, political or religious
purposes.

n. Sharing written or graphic information that identifies specific employees
using e-mail or the Internet.

0. Revealing any personal addresses, phone numbers, credit card numbers

bank account numbers or other private information of any individual.

11. Network Etiquette:

Employees are expected to learn and to abide by generally accepted rules of network
etiquette, as well as the rules of municipal decorum. These include but are not limited
to:

Being polite.

Using appropriate language.

Being considerate of other’s use of the system.

Adhering to the general rules and standards for professional behavior and
communications.

o0 o

The goal of network etiquette if to encourage the efficient use of a shared resource.

12. Changes in the Guidelines:
The Town of Walpole reserves the right to revise this policy at any time.

13. User Agreement:

As a user of the Town of Walpole Computer network, | have read, understand and agree
to comply with the Town of Walpole’s Acceptable Use Policy. | agree that
inappropriate use or behavior may result in loss of use, disciplinary action and/or legal
action.

201-009 CUSTOMER SERVICE POLICY

1. Receiving Telephone Calls: All phone calls will be answered with a “Good
Morning” or Good Afternoon”, or “Good Evening”, followed by the department name,
your name, and an offer to help that person. An example to be followed: “Good
Morning, Walpole Town Administrator’s Office, this is Jim, may I help you”. The image
and attitude projected by the tone of our voices will likely set the tone for the whole
conversation.

2. Returning Phone Calls & Voice Mail: it is essential that messages left on voice
mail or calls where messages are taken by other staff, are returned promptly. For the
most part, promptly means within minutes where possible, but absolutely during the
same business day. A return phone call, preferably one made shortly after the message
was left, goes a long way to satisfy the customer on the other end.
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3. Responding To Customer Needs Or Complaints: When a person who is at the
counter, in the office, or on the phone, brings a complaint, question, problem, suggestion
or need to our attention, he or she often wants that issue to be addressed immediately. At
that moment, it is the responsibility of staff to address the concern or need immediately,
and to be sure that the customer/resident senses that the efforts being made are genuine.
Issues must be resolved as soon as possible.

4. Addressing The Need Or Complaint: More often than not, when someone asks a
question, likely an answer is readily available or it is known where one may be found. In
these circumstances, answering the question immediately is the best advice. Referring
customers to other departments or offices because of jurisdictional concerns is not
acceptable. If you don’t have the answer to the question, you must get it. It is the
responsibility of all staff to be as well informed as possible. There will be instances
where accurate information is not immediately at hand because the technical expertise
that another office has is required. Put the customer on hold, contact the appropriate
official on the other line and identify the customer and need to the other staff person, and
then connect them with an introduction.

5. Dealing With Other Staff — Communicate!: The way in which staff deals with
each other is very clear and obvious to the public. How staff communicates between
departments and staff is as important, if not more so, than how they interact with the
public at large. Project a positive and professional image at all times.

6. Saying “No” & Delivering “Bad” Information: While “what” is said is very
important, “how” it is said is just as important. On many occasions, staff will find
themselves in a position where he/she has to say “no” to a resident request or will have
to deliver less-than-popular information. Being sympathetic to the problem or concern is
a must. Showing compassion is vital. And being professional at all times is demanded.
Also, when saying no, it is a must to have researched all avenues before delivering the
final answer. If the resident does find out “no” really could have been “yes” from
someone else, then a larger credibility problem will result.

7. Positive & Professional Image — Appearance: In addition to being professional in
what is “said”, staff must always be professional in appearance, which in turn lends itself

to a higher level of respect from the public we serve.

201-010: POLICY ON ETHICAL CONDUCT

1. Purpose
The purpose of this policy is to:
a. * ensure, along with the State Conflict of Interest Law (“COIL”), that

private financial interests and personal relationships of persons
serving the Town, whether as paid employees or elected or appointed
volunteers, (“TOWN Employees”) do not conflict with their public
obligations,
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2.

3.

« inform Town Employees of the importance of acting in ways that do
not create either actual conflicts or the appearance of conflicts,

* emphasize those aspects of the “COIL” that are of particular concern
as a matter of policy to the Board of Selectmen,

« inform Town Employees of the ways in which conflicts or the
appearance of conflicts may lawfully be avoided or, if having
occurred, may be cured, and

« inform the public in non-technical terms of certain important
provisions of the “COIL” as it may apply to matters of local concern
and of the importance that the Board of Selectmen attaches to the fair
and effective application of that law.

This policy is not intended to replace or to contradict the provisions of
state law. It is a summary of certain provisions of the “COIL” which
the Board of Selectmen believe should be part of the basic knowledge
about town government of all Town Employees. It is not meant to
serve as formal advice or as a substitute for either private legal
counsel or for the methods provided by the “COIL” by which Town
Employees can obtain opinions or guidance from Town Counsel or
the Ethics Commission. Town Employees who are uncertain how the
COIL applies to them or what their responsibilities under that law
may be are encouraged to seek such guidance. Town Employees
should take particular note of the provisions of this policy that appear
in large bold face type. Those provisions are summary statements of
basic principles to be observed by all Town Employees.

References

a.
b.

Massachusetts General Law, Chapter 268A (Conflict of Interest Law)
Section 17: Receiving gifts or compensation from someone other than the
Town, or acting for others than the Town.

Section 19: Participating for the Town in matters in which Town
Employee has a financial interest.

Section 20: Having a financial interest in a Town contract.

Section 21: Canceling official actions influenced by Town Employee
misconduct, and other sanctions.

Section 23(b) (3): Avoiding giving reasonable grounds for belief that
improper conduct has occurred.

Massachusetts General Law, Chapter 268B (Public Disclosure by Public
Officials and Employees)

Section 3 (g): Advisory Opinions of State Ethics Commission

State Ethics Commission Rules of Practice and Procedure, 930 CMR and
Section 1.03 Advisory Opinions to Municipal Employees.

Special Terms
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a. Town Employee: A person performing services for or holding an office,
position, employment, or membership in a Town agency, whether by
election, appointment, employment, whether serving with or without
compensation, on a full, regular, part-time or consultant basis, but
excluding Town Meeting Members when acting as such.

b. Participate: To act on behalf of the Town as a Town Employee in any of
the following ways: approving, disapproving, deciding, recommending,
advising, investigating or otherwise.

c. Immediate Family: The Town Employee or the employee’s spouse,
parents of the employee or employee’s spouse, children, brothers and
sisters.

d. Special Town Employee: A Town Employee who has been expressly
classified by the Board of Selectmen and who is eligible for such
classification under the COIL.

4. Policy Description
a. THREE COMMON TYPES OF CONDUCT THAT MUST BE
AVOIDED
The Conflict of Interest Law (“COIL”) is concerned primarily with conduct
which may affect the ability of persons who are serving the Town as Town
Employees to render such services with undivided loyalty to the interests of
the Town and its residents. In addition, the law requires such persons to not
engage in conduct that could reasonably lead objective observers to believe
that a violation of the law might occur, the so-called prohibition against “the
appearance of conflict.”

In some situations conduct that might violate the law can be made harmless
by the person making a public disclosure of the circumstances. In some cases
the disclosure alone is sufficient.

In other cases a person holding an appointed position may receive permission
to proceed in the matter after disclosure to the appointing authority.

If a person is uncertain whether the “COIL” applies to a proposed action, an
opinion may be obtained from Town Counsel or the State Ethics
Commission. A favorable opinion that is based on an accurate disclosure of
the circumstances will protect the person against disciplinary action by the
Ethics Commission and possible criminal prosecution. If a violation occurs,
depending on its nature and severity, the person may be subject to civil or
criminal penalties including fines and imprisonment. In addition, if the
violation has harmed the financial interests of the Town in its dealings with
others, the action taken in violation of the law may be cancelled.

The types of conduct that most frequently are likely to violate the law can be
summarized as follows:
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1) YOU MAY NOT RECEIVE PAYMENT FROM SOMEONE ELSE
OR ACT FOR SOMEONE OTHER THAN THE TOWN IN
PERFORMING YOUR DUTIES FOR THE TOWN.

A person subject to the law may not receive or ask for
compensation from any person other than the Town in connection with
the person’s performance of duties for the Town. In plain terms, a person
may not accept or solicit a bribe or a gift, or be paid by anyone other than
the Town for participating in one’s official duties for the Town. Similarly,
a person subject to the law may not act for anyone other than the Town in
any matter in which the Town is a party or has a direct or substantial
interest, whether or not the person has any official responsibility in
connection with the matter

2) YOU MAY NOT ACT FOR THE TOWN IN A MATTER IN WHICH
A YOU HAVE A FINANCIAL INTEREST

A Town Employee may not act for the Town in any matter in
which the person has a financial interest. (C. 268A, Sec.19)

3) YOU MAY NOT HAVE A FINANCIAL INTEREST IN A TOWN
CONTRACT

A Town Employee may not have a financial interest in a contract
made by the Town even if the person had no official responsibility in
connection with making the contract. A contract of employment between
a Town Employee and the Town is permitted. (C. 268A,Sec. 20)

4) YOU MAY NOT ACT IN A WAY THAT WOULD CAUSE A
REASONABLE PERSON WHO IS AWARE OF THE
CIRCUMSTANCES TO THINK YOU COULD BE IMPROPERLY
INFLUENCED OR SHOW FAVORITISM IN PERFORMING YOUR
DUTIES AS THE RESULT OF FAMILY RELATIONSHIPS OR
UNDUE INFLUENCE OF ANOTHER PERSON. C. 268A, Sec.
23(b)(3).

A Town Employee may violate this section even if the employee’s
conduct does not amount to an actual violation of another section. This
section cautions against acting in a way that would give a reasonable
person, not one who is unduly suspicious or distrustful of anyone in
public office, reason to conclude from the way you act, or from your
relationship to someone having an interest in the outcome of your official
actions, that your performance could be the result of improper influence
or family, business or professional relationships The three types of
conduct summarized above are not the only provisions of the law with
which the “COIL” and this policy are concerned. They are, however,
among the most common sources of difficulty and are basic to an
understanding of the law.
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5. Special Town Employees

The COIL authorizes the Board of Selectmen in its discretion to designate certain Town
Employees (other than Selectmen) as Special Town Employees. Special Town
Employees maybe exempt from certain provisions of the COIL depending on the nature
of the responsibilities of their position. If any member of a board or committee receives
the designation all must receive it. The COIL establishes minimum requirements for
eligibility that includes unpaid volunteers and certain part time paid Town Employees.
The Board of Selectmen has not designated any position as a Special Town Employee,
but may do so in appropriate circumstances in particular cases.

6. Three Principles That Occur Throughout The “COIL”

a THE “COIL” PROHIBITS YOU FROM TAKING ACTION THAT
WOULD IMPROPERLY BENEFIT NOT ONLY YOU PERSONALLY, BUT
OTHERS WITH WHOM YOU MAY HAVE FAMILY OR OTHER
RELATIONSHIPS.
The “COIL” prohibits you from participating in matters in which you
know that any of the following have a financial interest:
1) your spouse and your (and your spouse’s) parents, children,
brothers and sisters,
2) your partner,
3) a business in which you are an officer, director, trustee, partner
or employee,
4) a person or organization with whom you are negotiating for or
have any arrangement concerning future employment.

b. IF YOU ARE PROHIBITED FROM PARTICIPATING IN A MATTER
BECAUSE OF A CONFLICT OR THE APPEARANCE OF A CONFLICT,
YOU MAY NOT ACT IN ANY WAY IN CONNECTION WITH IT.
The “COIL” uses the term “participate” to include a wide variety of
activities that commonly take place when a matter is under consideration
for action or decision. As a result, if you have a conflict or to avoid the
appearance of a conflict you are prohibited from:
1) voting on the matter or on action relating to it,
2)e expressing in your official capacity your approval or
disapproval,
3) making a recommendation,
4) giving advice, or
5) investigating the matter.
This Policy requires that a person who is prohibited from
participating in a matter coming before a board or committee of the
Town because of a conflict or the appearance of a conflict must not
be involved in any action of the sort described above, must be
physically absent during the part of any meeting or proceeding at

200-21



which such action is to be taken, and must state before departing the
reason for such departure.

c. VIOLATIONS OF THE CONFLICT OF INTEREST LAW MAY HAVE

SERIOUS CONSEQUENCES FOR THE PERSON INVOLVED AND FOR

THE TOWN.
The “COIL” is enforced by both civil and criminal penalties that are
administered by the State Ethics Commission and by law enforcement
agencies. The Ethics Commission has the power to impose civil penalties
up to $2000 for violations of the law. Section 17 which involves bribes or
gifts offered or received carries a penalty of a fine up to $3,000 and
imprisonment for not more that three years, or both. Section 19 which
involves participating in a matter in which a prohibited financial interest
is involved caries a similar fine and imprisonment for not more than two
years, or both. Section 20, which involves having a financial interest in a
town contract, carries a fine of $3000 and imprisonment for not more that
two years or both.

A violation of Section 23, which involves avoiding the appearance of a
conflict, does not carry criminal penalties. However, a person who is
found to have violated that section may be subject to appropriate
administrative action by the head of the Town agency in which the person
is serving.

In addition to any other remedies provided by law for violations of
Sections 17, 129, and 20, the following may apply:
1) If a violation has influenced an action taken by the Town, the
Town may cancel the action upon appropriate terms, and
2) The Ethics Commission, the District Attorney of the Town may
sue the person who committed the violation and received an
economic benefit to recover the amount of such benefit or $500
which ever is greater or in some circumstances two times the
amount of such benefit.

7. Disclosure Of Actual Or Potential Conflicts
a. If a Town Employee believes there may be a violation of the prohibition
(Section 17) against having a financial interest in a matter in which the employee
may act, the employee must fully disclose the circumstances to the appointing
authority and may receive a written decision that the interest is so insubstantial as
to not be likely to affect the integrity of the employee’s action.

b. If a Town Employee intends to participate in a matter in which the

employee has a financial interest, in order to avoid violating the COIL, the
employee must in advance fully disclose the circumstances to the

employee’s appointing authority. After making such a disclosure, the employee
may receive a written decision that the interest is so
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insubstantial as to not be likely to affect the integrity of the employee’s action
and the employee’s participation will not violate this section.

c. If a Town Employee in good faith and within 30 days after learning of an
actual or prospective violation of the prohibition (Section 20) against having a
financial interest in a contract with the Town makes full disclosure of the interest
to the contracting agency and disposes of his interest there will be no violation of
this section.

d. If a Town Employee in advance of taking official action that may create the
appearance of a conflict (Section 23(b)(3) discloses to the appointing authority
or, if no appointing authority exists, discloses in a public way, the facts that
would otherwise lead to such an appearance, there will be no violation of this
section.

e. In each instance in which the “COIL” provides for disclosure as a method of
curing or avoiding a violation of the law, the Board of Selectmen acting either as
the relevant appointing authority or, in conjunction with the Town Manger as the
head of an agency in which the employee serves, will review directly or though
its designee, the content of the disclosure to ensure that it complies with the
purpose of the “COIL” and this policy. The Board or the Town Administrator
may designate a qualified and disinterested person to review such disclosure
statements and to report to the appointing authority. The appointing authority will
act when necessary to require the employee to supplement the disclosure so as to
adequately inform the public of the circumstances and to enable the appointing
authority to decide what further action, if any, may be necessary to ensure such
compliance. Further action by the appointing authority, depending upon the
circumstances of each case, may include a direction to the employee to not
participate or to limit the employee’s involvement. A full disclosure for the
purpose of this policy must include, as appropriate to the particular
circumstances:
1) The nature of the relationship: familial, employment, contractual,
whether compensation is involved, if the relationship concerns financial
matters the amounts involved and the nature of the relationship, for
example, if debtor/creditor the amounts involved and current status of the
debt.
2) Whether the relationship is current or has been concluded. If concluded
when it was concluded.

3) If the relationship is with an entity, such as a corporation, trust or
estate, in which the disclosing party has an interest, the nature and value
of the interest.

4) If the relationship involves the giving or receipt of political
contributions, the period of time during which such contributions were
made, the amounts thereof, and a description of any aspects of the
political relationship other than that of financial support.
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5) If the relationship is that of attorney/client whether the relationship is
current or past and the nature of the matter(s) to which the relationship
pertains.

6) If any person identified by name or general description in the
disclosure statement has any interest in the particular matter to which the
disclosure statement relates, whether direct or indirect, immediate or
through family or business relationships, past, present or contemplated,
include the nature of the interest and a description of the relationship
between the person making the disclosure and such other person.

7) Whether the person making the disclosure has had any communication
at any time with any person identified by name or general description in
the disclosure concerning the particular matter to which the disclosure
statement relates, including the time of such communication(s) and the
details thereof.

8. Filing Of Disclosure Statements And Related Documents

Each disclosure statement submitted by a Town Employee and related documents will be

filed and indexed as follows:
a. Statements filed with the Board of Selectmen and the Town Clerk will be
indexed under the name of the individual Town Employee making the disclosure
statement.

b. Statements will be filed with the Clerk and other person responsible for
maintaining the records of any board, committee or other agency of the Town on
which the Town Employee making the disclosure serves. They will be filed with
and indexed to refer to the particular matter to which the disclosure relates so that
a person having an interest in the particular matter may readily have access to the
disclosure statement and related documents.

9. Attendance At Ethics Seminars

The Board will offer the opportunity to all Town Employees, full or part time, paid or
volunteer, to attend any seminar held in Town Hall on the requirements of the Conflict
of Interest Law as applicable to Town Employees. All compensated Town Employees in
any division under the jurisdiction of the Town Administrator, Police Chief, or Fire
Chief will be required to attend any such seminar unless excused in advance in writing
by the Town Administrator, Police Chief or Fire Chief.

10. Opinions Of Town Counsel Or State Ethics Commission Opinions of

Town Counsel to Town Employees that are rendered under the “COIL” become
public records (Sec. 22) and are to be filed with the Town Clerk. Town

Counsel must file with the Ethics Commission a copy of each such opinion for
review. In order to provide the public with convenient access to those such opinions,
Town Counsel will notify the Office of the Board of Selectmen when
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such opinions have been filed with the Town Clerk. The Office of the Board of
Selectmen will maintain a current listing of those opinions and of the response, if any, of
the Ethics Commission indexed according to the name of the person to whom such
opinion has been rendered and the office, board, committee or agency of the Town in
which such person is serving.

Town Employees may also directly request the Ethics Commission to issue a formal
advisory opinion on a written statement of facts. Such a formal advisory opinion and an
opinion of Town Counsel that has been submitted to the Ethics Commission to which no
exception has been taken will be binding on the Ethics Commission so long as the facts
have been accurately presented.

The Board of Selectmen authorizes the Town Administrator to request Town Counsel to
provide to the Town Administrator an opinion based upon the provisions of C. 268A and
other relevant materials as to whether the past or prospective conduct of a Town
Employee serving in an office, board, committee or other agency constitutes an actual
conflict of interest or gives rise to the appearance of a conflict under the provisions of
that statute. Such a request and an opinion rendered upon it will not have the status of an
opinion rendered under Section 22 and will be intended for the information and guidance
in the administration of government of the Town of Walpole.

At the time of requesting such an opinion the Administrator shall inform the person
whose conduct is the subject of the request that the request has been made, shall provide
the person with a copy of the request and shall afford the person the opportunity, within
a specified time, to supplement the information contained in such request. The Town
Administrator shall receive and forward any supplemental information to Town Counsel
and shall provide the person with a copy of the opinion when rendered by Town
Counsel. The request and the opinion will be subject to the provisions of the Public
Records Law.

201-011: SMOKE-FREE WORKPLACE POLICY
1. Purpose
The Board of Selectmen, in compliance with Massachusetts General Laws Chapter 270,
Section 22, hereby establishes the following policy to promote and require smoke-free
workplaces.
2. Smoking Prohibitions
It is prohibited for any persons including employees, volunteers, customers, and visitors
to smoke in the following work areas:

All areas inside all buildings owned or controlled by the Town of Walpole including but
not limited to, the town office building, the senior center, all recreation department
offices, meeting spaces and function/activity areas including Turners Pond Lodge and
East Walpole Community Center (former E.W. library, The Marathon House, Schools,
the fire stations, the police department, the library, all public works buildings (including
garages), all water & wastewater treatment plants, public works pumping and well
stations,
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and any other enclosed work space where employees perform services for compensation for the
town such as polling places and rooms used for public meetings in locations not owned by the
town. Additionally, it is prohibited to smoke inside any town owned or leased vehicle of any
kind, at any time. This includes all automobiles, senior buses/vans, trucks, police cruisers, all
fire/ambulance/rescue vehicles, all public works vehicles and machinery including heavy
equipment and any other enclosed vehicles employees may use.

3. Enforcement

The Town Administrator or his/her designee has overall responsibility for enforcing the
smoke-free workplace law. Questions, complaints or reports of violations should be
directed to the Town Administrator or the Assistant Town Administrator, who will
answer any questions and promptly investigate the complaint and take remedial action.
Appropriate remedial action depends on the type of offense, the existence of any prior
incidents, and the effectiveness or lack thereof of any prior remedial steps.

Generally, remedial action consists of advising the offending employee, volunteer or visitor to
promptly extinguish their cigarette, cigar or pipe or leave the premises. The offending employee,
volunteer or visitor will receive a copy of the smoke-free workplace policy.

Employees who are found to violate the smoke-free workplace policy will be disciplined
following principles of progressive discipline. Additionally, potential consequences for
employees or other persons who smoke in a place where smoking is prohibited and violate the
Massachusetts Smoke-Free Workplace Law, include a civil penalty of $100 for each violation.
The Massachusetts Department of Public Health is the enforcement agency charged with
promulgating regulations to implement collection and reporting of fines.

Any person may register a complaint to initiate an investigation and enforcement action
with the Town Administrator, Assistant Town Administrator, Walpole Board of Health
or the Massachusetts Department of Public Health.

4. Prohibition Against Retaliation

It is prohibited by law to discriminate or retaliate in any manner against a person for
making a complaint of a violation of the smoke-free workplace law or for furnishing
information concerning a violation, to a person, entity or organization, or to an
enforcement authority. An employee who retaliates or discriminates against any person
or persons for making a complaint under this Policy or for furnishing information
concerning a violation of the Smoke-Free Workplace Law or this Policy shall be
disciplined up to and including discharged.

5. Smoking Areas

Designated smoking areas or smoking rooms are not permitted. However,

employees may go outside to smoke during their morning and afternoon break

periods. No extra break periods are permitted for smokers in addition to regular

break periods afforded non-smokers. Smoking is not permitted in outside areas

where “no smoking” signs are posted such as near refueling stations or other

areas where open fire is prohibited by any other by-law, fire or health or safety
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regulation, nor within ten (10) feet of any public building so as to prevent any second-
hand smoke from reentering said building. Smoking is not permitted while performing
any work-related job duties for which the employee is compensated.

6. Employee Support

The Town of Walpole is sensitive to the withdrawal symptoms of nicotine addiction and
supports employees in their efforts to quit smoking. Employees who smoke and want to
quit or know someone who wants to quit should call the Try-To-Stop Tobacco Resource
Center at 1-800-TRY-TO-STOP

(1-800-879-8678) for free helpful information, or visit their website at
www.trytostop.org.

Employees may also contact any of the following for assistance:

Your Primary Care Physician

Your Health Insurance Provider

The American Lung Association (www.lungusa.org)

The American Cancer Society (www.cancer.orgq)

The Town's Employee Assistance Program (contact Personnel)

®o0 oW

SECTION 201-012: TOWN OF WALPOLE ACCEPTABLE USE POLICY
ELECTRONIC COMMUNICATIONS AND COMPUTER USAGE
POLICY

I. INTRODUCTION

This Policy is intended to provide guidance on the appropriate use of the Town of Walpole’s
electronic communication and information equipment and systems(thereafter “Systems”). Such
Systems include, but are not limited to, computer workstations, laptops, tablets, hardware &
software,  electronic  mail  ("e-mail”), telephones, cellular  phones,  pagers,
Blackberry/iPhone/Droid style devices, Smart Phone, facsimile machines, and the Internet,
including all internet based applications such as Social Media tools (Facebook, Twitter, etc.).
This policy shall also address the use of the Town of Walpole name & Town Seal,
dissemination of official material and/or information, and use of Social Media regarding official
Town departments, boards, or committees.

Use of the Town of Walpole’s Systems by any employee, contractor, consultant, and/or
volunteer ("user™), as well as the acceptance of employment and/or volunteer service with a
Town department, board or committee shall constitute acceptance of the terms of this Policy and
any such additional related policies that may be issued by the Town of Walpole.

Access and use of the Town of Walpole's Systems is intended for business-related
purposes, including communicating with coworkers and colleagues, and researching topics
relevant to Town business. All existing state, federal, and local laws and Town of Walpole
policies apply to your conduct while serving in an official capacity of the Town and/or using the
Town's Systems, particularly those that govern intellectual property protection, sexual or other
harassment, misuse of Town resources, privacy rights, and confidentiality.
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This Policy sets forth general guidelines and examples of prohibited uses of the Town’s
Systems for illustrative purposes, but does not attempt to identify all required or prohibited
activities by users. Questions regarding whether a particular activity or use is acceptable should
be directed to the IT Director, your supervisor, and/or the Town Administrator. These guidelines
may be supplemented by more specific administrative procedures and rules governing day-to-
day management and operation of the Town's Systems. Furthermore, this Policy may be
amended from time to time, and is meant to be read in conjunction with all other applicable
policies of the Town of Walpole.

The overriding principle in the policy is that the purpose of the Systems and use of same
is to further the towns interest by using the systems while not embarrassing, disparaging or
bringing shame to the Town of Walpole.

Il. PRIVACY

Users should not expect any right of privacy in said Systems, including electronic com-
munications and information made or stored on the Town's Systems. The Town owns any
material placed on said systems and therefore, the Town retains the right to inspect its Systems,
including any Town-owned or leased computer or electronic communications equipment, any
data contained in such equipment, and any data sent or received by that equipment. The Town
will exercise that right when reasonable and in pursuit of legitimate needs for supervision,
control, and the efficient and proper operation of the workplace. Users should be aware that
appropriately-authorized network administrators may monitor network traffic, and/or access all
files, including e-mail files and Internet use history, stored on any component or equipment
comprising said systems.

All electronic files and documents originating from or passing through the Town's
Systems are considered to be the property of the Town.

1. SECURITY

All usernames and passwords are for the exclusive use of the individual to whom they
are assigned. The user is personally responsible and accountable for all activities carried out
under his/her username, and should take all reasonable precautions to protect his/her password.
The password associated with a particular username must not be given or divulged to another
person (with the exception of the IT Director). No one may use, or attempt to use, a user-name
or password assigned to another person, or pose as another user. A breach of security is
considered to be a serious infraction and may result in employment action including termination.

IV. INTERNET GUIDELINES

Usage of the Internet as a tool in the workplace is acceptable, however misuse or abuse
of the Internet can result in a loss of staff time, as well as potentially violate laws, bylaws,
ordinances, regulations, or other Town policies. Therefore, users should adhere to the following
Internet Guidelines.
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Use for Official Business. It is the Town’s policy to restrict Internet access to official
Town business. Use of the Internet for personal matters is prohibited,

Authorization. Authorization for Internet access must be obtained through the IT
Director. Once authorization is approved, each user is responsible for the security of his
or her account password and will be held responsible for all use or misuse of such ac-
count (see Section 11, Security, above).

Compliance with Laws. Users must not utilize the Internet to knowingly violate any
state, federal or local law, or the laws of any other nation. United States copyright and
patent laws may apply to information and materials) accessed through the Internet, and
care should be taken to not violate the copyrights or patents of others on or through the
use of the Internet.

Viruses. All appropriate precautions should be taken to avoid and detect viruses,
including scanning all computer files (including attachments) that are downloaded and/or
opened from the Internet, before installation or execution of such files/attachments.
Users should direct any questions regarding the proper use of virus detection software to
the IT Director prior to downloading and/or opening any computer files/attachments.

Town Monitoring. As noted above, users should not have any expectation of privacy as
to their computer or Internet usage in said systems, including the receipt and sending of
e-mail. It is possible for the Town to monitor Internet usage histories and/or patterns, and
the Town may inspect, without limitation, any portion of its Systems, including files
stored either on the computer hard drive or the Town's server, to the extent necessary to
ensure compliance with this Policy or any other applicable state, federal, or local law or
Town policy.

Prohibited Practices.

(1)  Users shall not use Town computers knowingly to download or distribute pirated
software or data. Any software or files downloaded via the Internet may be used
only in ways that are consistent with their licenses or copyrights. The
downloading of games or other programs for amusement/entertainment purposes
is strictly prohibited.

(2)  Users shall not make an unauthorized attempt to enter into another employee's
computer (commonly referred to as "hacking").

(3)  All computer hardware, software, data, communication, and information in said
systems shall at all times remain the property of the Town of Walpole, and may
not be removed from their respective sites or downloaded onto personal computer
equipment without the express written approval of the IT Director. The
installation or upgrade of computer software programs on computer hardware,
without the express written approval of the IT Director, is strictly prohibited.

(4)  Users must not utilize the Internet to deliberately propagate any malware
including but not limited to virus, worm, 'Trojan horse," trap-door or back-door
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(4)

()

(6)

(7)

(8)

(10)

program code, or knowingly disable or overload any computer system or network,
or to circumvent any system intended to protect the privacy or security of another
user.

Users shall not disclose confidential information or promote personal political be-
liefs and shall not request, access, or generate any materials which constitute
unlawful discrimination, sexual harassment or any unlawful activity.

The Town's computers shall not be used for private financial gain, or private
commercial, advertising or solicitation purposes.

Use of the Town's Systems, including computers, to display any kind of image or
document that is obscene, pornographic, sexually explicit or sexually suggestive,
is prohibited. Additionally, these materials may not be archived, stored,
distributed, edited, or recorded using Town’s network, printing, or computing
resources.

Users shall not utilize the Town's Systems for the purpose of sending "chain-
letters”, unsolicited mass e-mails, or other "spam."

Users shall not maliciously use or disrupt the Town's computers, networks, or
Internet services; nor breach the Systems' security features; nor misuse or damage
the Town's equipment; nor misuse passwords or accounts; nor attempt to access
unauthorized sites; nor use the Town's Systems after such access has been denied
or revoked; nor attempt to delete, erase or otherwise conceal any information
stored on any portion of the Town's Systems.

Users shall not access the Internet for non-work related purposes, including but
not limited to: social networking sites such as Facebook, Twitter, and LinkedIn,
non-work related blogs or websites, or personal shopping sites, for example, dur-
ing work hours and/or using the Town's Systems.

ELECTRONIC MAIL ("E-MAIL™) GUIDELINES

The Internet does not guarantee the privacy and confidentiality of information. Sensitive
material transferred over the Internet may be at risk of detection by a third party. Users
must exercise caution and care when transferring such material in any form. Each and
every electronic communication sent through the Town's Systems must include the
following message:

This electronic message is confidential and intended for the named recipient
only. Any dissemination, disclosure or distribution of the contents of this
communication is unlawful and prohibited. If you have received this message
in error, please contact by return email or telephone (Department's Telephone
Number), and delete the copy you received Thank you.

The Secretary of State's Office of the Commonwealth has determined that e-mail quali-
fies as "public records”, as defined in Chapter 4, section 7(26) of the Massachusetts Gen-
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eral Laws. Therefore, all e-mail sent by or received through the Town's Systems shall be
archived by the IT Director. All users shall retain either a printed or digital record of e-
mail sent by or received through the Town's Systems, in the same manner that other
paper records are kept by their departments, and in accordance with the Record Retention
requirements.

C. Users should be aware that opening programs or files attached to email messages may
cause computer viruses to infect the Town's Systems, and thus should only open such
attachments from known , anticipated and trusted sources.

D. Employees shall not broadcast messages to all employees via e-mail without permission
from their department head or Town Administrator.

VI. TELEPHONE USAGE

Telephones (including cellular phones, "SmartPhones,” and Blackberry/iPhone/Droid-style
devices) in certain circumstances are provided for business use. Personal telephone calls may be
permitted, when doing so furthers the town’s interest because of time savings permitting the
employee to remain focused on town work or because of an emergency, but users should
exercise good judgment in making such calls. Managers/department heads are responsible for
monitoring their employees' telephone usage. Excessive usage for non-business related
purposes, as well as misuse of telephones, such as to make harassing or threatening calls, may
result in discipline, up to and including termination from employment. The Town may recover
the cost of any personal use from the employee so assigned.

Employees are reminded that text messages or other similar messages sent via cell phones;
SmartPhones, and Blackberry/iPhone/Droid-style devices may constitute public records, and
therefore, any such messages must be maintained as public records, in the same manner as e-
mail messages (see Section V. above).

VIl.  SOCIAL MEDIA

Following written approval from the Town Administrator, departments, boards or committees
may utilize social media sites and social networking sites (collectively "social media sites") to
further enhance communications to and with residents, businesses and various stakeholders in
support of Town of Walpole’s goals and objectives. With the approval of the Town
Administrator, Walpole officials and Walpole departments have the ability to publish articles,
facilitate discussions and communicate information through such media to conduct Town of
Walpole business. Social media sites may only be utilized to facilitate further discussion of
Town of Walpole issues, operations and services by providing members of the public the
opportunity to participate in many ways using the Internet.

This policy sets forth general guidelines that must be adhered to with respect to utilization of
social media sites for official Town of Walpole purposes. Questions regarding this Policy should
be directed to the Town Administrator. This Policy may be amended from time to time, and is
meant to be read in conjunction with all other applicable policies and procedures of the Town of
Walpole.
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A DEFINITIONS

1. "Social Media Sites” and "social networking sites" refer to websites that facilitate user
participation, networking, and collaboration through the submission of user generated content.
Social media in general includes tools such as: blogs, wikis, microblogging sites, such as
Twitter; social networking sites, such as Facebook and LinkedIn; video sharing sites, such as
YouTube; and bookmarking sites such as Del.icio.us.

2. A "social media identity" is a specific user identity or account that has been registered on a
third party social media site.

3. A "blog" (an abridgement of the term web log) is a Town of Walpole service with regular
entries of notices, descriptions of events, or other material such as graphics or video.

4. A "moderator™ is an authorized Town of Walpole official or employee, typically a department
head and/or board or committee chair, who reviews, authorizes and allows content submitted by
the Walpole officials, employees and public commentators to be posted to a Town of Walpole
social media site or sites.

5. An "object" refers to any file, photo, video, document, or other attachment that may be
uploaded via e-mail, internet, or other means to messages, blogs, web sites, social media sites,
etc.

B. POLICY

1. Prior to activation or utilization, any or all Town of Walpole social media sites or blogs shall
be:

a) Approved by the Town Administrator following input by the IT Director ; and
b) published using social media platform and tools approved by the Information
Technology Department ("IT").

The official posting for the Town of Walpole will be done by the employee(s) or department
head(s) so approved by the Town Administrator.

3. Departments have the option of allowing employees to participate in existing social media
sites as part of their job duties, or allowing employees to create social media sites as part of
their-job duties. Department Heads may allow or disallow employee participation in any social
media activities in their departments.

4. All Town of Walpole social media sites shall adhere to applicable state, federal and local
laws, regulations and policies including the Public Records Law, Public Records retention
schedules, Copyright Law and other applicable Town of Walpole policies.

5. Public Records Law and e-discovery laws and policies apply to social media content.
Accordingly, such content must be able to be managed, stored and retrieved to comply with
these laws. Furthermore, once such content is posted on a social media site, it should stay
posted, unless it is removed for one of the reasons set forth below in Number 10 or is removed
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by the site hosting entity, or it is changed to fix spelling or other errors, such as grammatical
corrections.

6. All social media sites and entries shall clearly indicate that any content posted or submitted is
subject to public disclosure.

7. Each Town of Walpole social media site shall include an introductory statement which
clearly specifies the purpose which shall be one that furthers the Towns interests and topical
scope of the blog and/or social media/network site. Where possible, social media sites should
link back to the official Town of Walpole Internet site for forms, documents and other
information.

8. Each Town social media site shall indicate to users that the site is subject to a third party's
website Terms of Service. Furthermore, each Town of Walpole social media site shall indicate
that: the social media site provider could collect personal information through user's use of the
social media site; and that this personal information may be disseminated by the third party; and
that such dissemination may not be governed or limited by any state, federal or local law or
policy applicable to the Town.

9. All social media sites shall clearly indicate they are maintained by the Town of Walpole and
shall have the Town of Walpole contact information prominently displayed.

10. The Town of Walpole reserves the right to restrict or remove any content that is
deemed in violation of this policy or any applicable law. To this point, passwords and login
information for all web and social media sites managed or subscribed to by the Town shall
be provided to the IT Director for security purposes and to comply with the provisions of
this policy.

11. Town of Walpole social media content and comments containing any of the following
forms of content shall not be allowed for posting:

a) Comments not topically related to the particular site or blog article being commented
upon;

b) Profane, obscene, or vulgar language or content;

c) Content that promotes, fosters or perpetuates discrimination in violation of State or
Federal law including on the basis of race, color, gender, gender identity, national origin,
religion, ancestry, age, sexual orientation, disability, maternity leave, genetic
information, or active military status;

d) Sexual content or links to sexual content;

e) Conduct or encouragement of illegal activity;

f) Information that may tend to compromise the safety or security of the public or public
systems; or

g) Content that violates a legal ownership interest of any other party.

h) Comments or objects that could be interpreted by a reasonable and prudent person as
unprofessional, disrespectful, or insubordinate and not in the best interests of the Town
of Walpole.
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i) Comments or objects that would in any manner reveal personal, confidential, private
or privileged information of any person receiving services from the Town of Walpole or
Walpole employees.

12. All Town of Walpole social media moderators shall be responsible for ensuring that the
terms of this policy, including their responsibilities to review content submitted for posting to
ensure compliance with the policy, are met.

13. Where appropriate, the Town of Walpole IT security policies shall apply to all social media
sites and articles.

14. Officials (elected or appointed) and employees representing the Town of Walpole via social
media sites must conduct themselves at all times, on or off duty, as a representative of the Town
of Walpole and in accordance with all applicable rules, regulations, and policies (including
personnel policies) of the Town of Walpole. See Section Ill, Employee Guidelines for Use of
Social Media Sites. The provisions of subsection 11 above shall apply to employee and
board/committee member use of Social Media sites privately owned or operated separate from
the Town of Walpole.

15. No Town or department social media site can endorse or otherwise cite (either with
approval or disapproval) vendors, suppliers, clients, citizens, candidates, co-workers or other
stakeholders.

16. Employees and/or board or committee members found in violation of this policy may be
subject to disciplinary action, up to and including termination of employment and/or removal
from Town boards and/or committees.

C. EMPLOYEE GUIDELINES FOR USE OF SOCIAL MEDIA SITES

1. Electronic Communications and Computer Usage Policy. All employees are responsible for
understanding and following the Town of Walpole’s Electronic Communications and Computer
Usage Policy, in addition to this Policy.

2. First Amendment Protected Speech. Although the Town of Walpole can moderate the social
media sites that accept comments from the public (such as blogs and wikis) to restrict speech
that is obscene, threatening, discriminatory, abusive, harassing, or off topic, employees cannot
use the moderation function to restrict speech with which the Town of Walpole merely disagrees
(i.e. subject matter restrictions). Users have some First Amendment rights in posting content to
public social media sites hosted by municipalities. Moderators must respect those rights by
posting all comments other than those excluded for specific legitimate reasons, as referenced
above. It is critical that employees and board and committee members recognize the distinction
that this section makes between receiving incoming feedback versus employees posting
comments or objects in violation of the provisions herein.

3. Copyright Law. Employees must abide by laws governing copyright and fair use of
copyrighted material owned by others. Never reprint whole articles or publications without first
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receiving written permission from the publication owner. Never quote more than a short excerpt
of someone else's work and, if possible, provide a link to the original.

4. Copyright - Site Ownership. All web sites developed for official use by the Town of
Walpole or its departments, boards or committees shall be owned by the Town. Any and all
copyright materials & content created by Town staff in the performance of their duties and
responsibilities shall also be the property of the Town.

5. Protect Confidential Information. Never post legally protected personal information that you
have obtained from the Town of Walpole (e.g., information that is not public record under the
Public Records Law, G.L. c.66, 810 and G.L. c. 4, 87(26), or whose dissemination is restricted
under applicable Federal or State privacy laws or regulations). Ask permission to publish or
report on conversations that occur within the Town of Walpole. Never post information about
policies or plans that have not been finalized by the Town of Walpole unless you have received
explicit written permission from your supervisor to post draft policies or plans on the
department's social media sites for public comment.

6. Consider Your Content. As informal as social media sites are meant to be, if they are on a
government domain or a government identity, they are official government communications.
Social media sites will be sought out by mainstream media - so a great deal of thought needs to
go into how you will use the social media in a way that benefits both the Town of Walpole and
the public. Employees should not comment about rumors, political disputes, electoral politics, or
personnel issues, for example.

7. Handling Negative Comments. Because the purpose of many social media sites, particularly
department blogs and wikis, is to get feedback from the public, you should expect that some of
the feedback you receive will be negative. Some effective ways to respond to negative
comments include:

a) Providing accurate information in the spirit of being helpful;
b) Respectfully disagreeing (following discussion & approval with supervisors); and
c) Acknowledging that it is possible to hold different points of view.

8. Respect Your Audience and Your Coworkers. Do not use ethnic slurs, personal insults,
obscenity, or engage in any conduct that would not be acceptable in your department's
workplace. Do not be afraid to be yourself, but do so respectfully. This includes not only the
obvious (no ethnic slurs, personal insults, obscenity, threats of violence, etc.) but also proper
consideration of privacy and of topics that may be considered objectionable or inflammatory
such as party politics and religion. Do not use your department's social media presence to
communicate among fellow Town of Walpole employees. Do not air your differences with your
fellow Town of Walpole employees on your department's social media's or private sites.

9. Use the Social Media Site or Identity Only to Contribute to your Department's Mission.

When you contribute to your department's social media site or identity, provide worthwhile
information and perspective that contribute to your department's mission of serving the public.
What you publish will reflect on the Town of Walpole. Social media sites and identities should
be used in a way that contributes to the Town’s mission by:

a) Helping you and your co-workers perform their jobs better;
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b) Informing citizens about government services and how to access them;

¢) Making the operations of your department transparent and accessible to the public;

d) Creating a forum for the receipt of candid comments from residents about how
government can be improved; and

e) Encouraging civic engagement.

10. Mistakes. The Town of Walpole’s policy is that once something is posted, it should stay
posted. Only spelling errors or grammar fixes should be made without making the change
evident to users. If you choose to modify an earlier post, make it clear that you have done so—
do not remove or delete the incorrect content; provide the correct information and apologize for
the error. Ways to accomplish this include:

a) Strike through the error and correct; or
b) Create a new post with the correct information, and link to it from the post you need
to correct or clarify.

Either method is acceptable. In order for the social media identity or site to achieve
transparency, the Town of Walpole cannot change content that has already been published
without making the changes clearly evident to users.

11. Media Inquiries. The Town of Walpole or department social media identities or sites may
lead to increased inquiries from the media. If you are contacted directly by a reporter, you
should refer media questions to the Town Administrator.

12. Personal Comments. Make it clear when you are speaking for yourself as a resident or
stakeholder, and not on behalf of the Town of Walpole, when posting on private sites or blogs.
If you publish content on any website not owned by the Town of Walpole and it has something
to do with the work you do or subjects associated with the Town and not in violation of the
provisions of this policy, use a disclaimer such as this: "The postings on this site are my own
and don't necessarily represent the Town of Walpole’s positions, operations, or opinions."

13. Employee or Official Profile. If you identify yourself as a Town of Walpole
employee of official ensure your profile and related content is consistent with how
you wish to present yourself to colleagues, residents and other stakeholders and is
not in violation of any provision of this policy.

14. Defamation. Be aware that employees acting in their individual capacity (not on behalf of
the Town of Walpole) are not immune from defamation claims. Under Massachusetts law,
defamation is established by showing that the defendant published a false, non-privileged
statement about the plaintiff to a third party that either caused the plaintiff economic loss or was
of the type that is actionable without proof of economic loss. Some statements, like imputation
of a crime, are defamatory per se. Avoid statements that may be interpreted as defamatory.

15. Records Retention. Social media sites will contain communications sent to or
received by Town of Walpole officials and employees, and are therefore Public Records.
Ensure that the Town of Walpole or department retains a copy of the social media content
in accordance with Public Records Retention Schedules. Review the third party social
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media service provider's terms of service for its record retention practices. Note that
while third party social media providers will most likely save your content for some
period of time, they generally will not save it indefinitely. To the extent their policies are
inconsistent with Public Records Retention Schedules, the Town of Walpole or
department should retain copies of social media posts such as by printing or otherwise
storing periodic "snapshots" of the social media sites, to the greatest degree possible and
feasible.

16. Open Meeting Law. Be aware of the Open Meeting Law and possible violations for improper
deliberations outside of a posted meeting. A series of individual postings on a social media site
cumulatively may convey the position of a quorum of a governmental body regarding a subject
within its jurisdiction, and may constitute improper deliberation among the members of a board
or committee.

VII. VIOLATIONS OF POLICY

A violation/violations of this Policy may result in either the suspension or permanent loss of
the privilege to use the Town's Systems, and may subject the individual to further disciplinary
action up to and including termination from employment and/or removal from board(s) and/or
committee(s).

Further, any inappropriate use of sites and materials covered hereunder may result in an
immediate order from the Town Administrator to remove, revise, or otherwise discontinue the
site, group, page, or other media which must be complied with.

TOWN OF WALPOLE ACCEPTABLE USE POLICY
ELECTRONIC COMMUNICATIONS AND COMPUTER USAGE POLICY

This acknowledges that | have received and reviewed Electronic Communications and Computer
Usage Policy, of the Town of Walpole

By signing this form, | agree to abide by the Policy and any Guidelines promulgated there
under, understand and accept the sanctions for policy violations, and | agree to review
periodically any changes or modifications. | recognize that the law and associated Policy
regarding use of Internet, electronic mail and the Town’s electronic communications and information
systems are continually evolving. Therefore, I understand that my regular review of this Policy,
as it may be amended, is required.

Print Name:

Signature:
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Date:

To be included in employee's personnel file. Board or Committee member forms to be retained in the
Office of the Board of Selectmen

SECTION 201-013: TOWN OF WALPOLE FRAUD POLICY

The Town of Walpole is committed to protecting its revenue, property, information, and other
assets from any attempt, either by members of the public, contractors, vendors, agents or its own
employees, to obtain by fraud or similar irregular activity as defined herein, financial or other
benefits at the expense of the taxpayers.

Town Officials and employees must, at all times, comply with all applicable laws and
regulations regarding the safe, secure and proper handling of town property, revenue,
information or other assets belonging to or entrusted to the town. The Town prohibits any
activity that violates a law or is unethical. The Town does not permit or condone any activity by
its employees, officials or vendors that fails to stand the closest possible public scrutiny.

This policy sets out specific guidelines and responsibilities regarding appropriate actions that
must be followed for the investigation of fraud and other similar irregularities. It is the intent of
this policy to grant the town the broadest ability to prevent and investigate fraud and similar
irregularities.

Definitions
Occupational fraud is defined by the Association of Certified Fraud Examiners as the use of
one's occupation for personal enrichment through the deliberate misuse or misapplication of the
Town of Walpole's resources or assets. There are three major categories of occupational fraud.
» Asset Misappropriations - Theft or misuse of the Town of Walpole's assets.
0 Cash
m Fraudulent Disbursements - Perpetrator causes the Town of Walpole to
disburse funds through some trick or device (e.g. submitting false
invoices/time card/sheets, expense reimbursement schemes, check

tampering, false sick or injury leave, etc.)

m Skimming - Cash is stolen from the Town of Walpole before it is
recorded on the Town of Walpole's books and records.

m Cash Larceny - Cash is stolen from the Town of Walpole after it has been
received by or recorded on the Town of Walpole's books and records.

o Inventory and all other assets
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m  Misuse - Misuse of the Town of Walpole's inventory or assets for
personal use (e.g. Town vehicles, computers, supplies, etc.)

m Larceny - Inventory or other assets are stolen from the Town of Walpole.
Corruption —Wrongfully use influence in a business transaction in order to procure
some benefit for themselves or another person, contrary to duty to employer or the
rights of another.

0 Conflicts of Interest - An undisclosed economic or personal interest in a
transaction that could potentially adversely affect the employer.

o0 Bribery - The offering, giving, receiving, or soliciting of anything of value to
influence an official act or business decision.

o lllegal Gratuities - A party who benefits from an official act or a business
decision gives a gift to a person who made the decision. An illegal gratuity does
not require proof of an intent to influence.

0 Economic Extortion - An employee demands that a vendor/contractor/etc. pay to
influence an official act or a business decision.

Fraudulent Statements - Falsification of the Town of Walpole's financial
statements.

Other similar irregularities is defined as any activity involving questionable behavior or
business dealings by members of the public, contractors, vendors, agents or government
employees, that put government revenue, property, information and other assets at risk of waste

or abuse.

Applicability

This policy applies to all Elected Officials and employees of the Town of Walpole as

well as any business or individual doing business with the government.

General Policy and Responsibility

1.

It is the Town's intent to fully investigate any suspected acts of fraud or other similar
irregularity. An objective and impartial investigation will be conducted regardless of the
position, title, length of service or relationship with the government of any party who
might be or becomes involved in or becomes/is the subject of such investigation.

Each Elected Official, Department Head/Director, Commissioner and Manager is
responsible for instituting and maintaining a system of internal control to provide
reasonable assurance for the prevention and detection of fraud, misappropriations and
other irregularities. Management should be familiar with the types of improprieties that
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might occur within their area of responsibility and be alert for any indications of such
conduct.
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3. The Town Administrator or his designee has the primary responsibility for the
investigation of all activity defined in this policy.

4. The Town Administrator will notify the Board of Selectmen (BOS) of a reported
allegation of fraudulent or irregular conduct upon the commencement of the
investigation to the extent practical. Throughout the investigation the BOS will be
informed of pertinent investigative findings.

5. In all circumstance where there are reasonable grounds to indicate that a fraud or similar
irregularity may have occurred, the Town Administrator, in conjunction with the advice
of Town Counsel, will contact the office of the District Attorney and/or the Walpole
Police.

6. Upon conclusion of the investigation, the results will be reported to the members of the
BOS, and others as determined necessary.

7. The Town Administrator will pursue every reasonable effort, including court ordered
restitution, to obtain recovery of the Town/Town's losses from the offender, or other
appropriate source. The Town Administrator will also initiate appropriate disciplinary
action against employees who violate this policy.

Procedures
1. All Employees
Any employee who has knowledge of an occurrence of fraud or similar irregular
conduct, or has reason to suspect that a fraud or similar irregular conduct has occurred,
shall immediately notify his/her supervisor. If the employee has reason to believe that
their supervisor may be involved or does not feel comfortable reporting the occurrence to
their supervisor, the employee shall immediately notify the Town Administrator.

Employees have a duty to cooperate during an investigation.

Employees who knowingly make false allegations will be subject to discipline and
possible termination of employment.

2. Town/Town Management/Elected Officials
Upon notification from an employee of suspected fraud or similar irregular conduct or if
management has reason to suspect that a fraud or similar irregular conduct has occurred,
they shall immediately notify the Town Administrator.
3. Office of the Town Administrator
Upon notification or discovery of a suspected fraud or similar irregular activity

the Town Administrator will promptly notify the Chief of Police and determine the
appropriate
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process to investigate the suspected fraud or similar irregular activity. In all
circumstances, where there are reasonable grounds to indicate that a fraud or similar
irregular activity may have occurred, the Town Administrator will inform the BOS and
Town Counsel. The Chief of Police will follow proper legal protocols regarding the
involvement of the Office of the District Attorney when necessary.

Contacts/Protocols

After an initial review and a determination that the suspected fraud or similar irregular
activity warrants additional investigation, the Town Administrator and/or Police Chief
will notify the BOS. The Town Administrator will coordinate the investigation in
consultation with the BOS and, as appropriate, the Chief of Police will coordinate any
required criminal investigation.

Security of Evidence

Once a suspected fraud or similar irregular activity is reported, the Town Administrator,
in consultation with the Chief of Police and Town Counsel, shall take immediate action
to prevent the theft, alteration, or destruction of relevant records. Such actions include,
but are not necessarily limited to, removing records and placing them in a secure
location, limiting access to the location where records currently exist, and preventing the
individual suspected of committing the fraud or similar irregular activity from having
access to the records. The records must be adequately secured until the Town
Administrator and/or Police Department obtains the records to begin the audit
investigation.

Personnel Actions
If a suspicion of fraud is substantiated by the investigation, disciplinary action shall be

taken by the Appointing Authority, in consultation with the Town Administrator (if
different), and the BOS.

. Whistle-Blower Protection

Under Massachusetts General Law Chapter 149, paragraphs 148A, 185 and 187, no
employer or person acting on behalf of an employer shall:

Dismiss or threaten to dismiss an employee
Discipline or suspend, or threaten to discipline or suspend, an employee
Impose any penalty upon an employee; or

Intimidate or coerce an employee
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8.

because the employee has acted in accordance with the requirements of this policy.
The violation of this section will result in discipline up to an including dismissal in
accordance with the applicable federal, state, and local administrative laws and
policies

Media Issues
Any Town employee or elected official contacted by the media with respect to an

audit or investigation shall refer the media to the Town Administrator at 508-660-7289.
The alleged fraud or audit investigation shall not be discussed with the media by any
person other than through the Town Administrator.

10.

11.

If the Town Administrator is contacted by the media regarding an alleged fraud or
audit investigation, the Town Administrator will consult the BOS Chair, before
responding to a media request.

Neither the Town Administrator, nor the BOS will discuss the details of any ongoing
fraud or audit investigation with the media that may compromise the integrity of the
investigation.

Documentation

At the conclusion of the investigation, the results will be reported to the members of
the BOS, and others as determined necessary. If the report concludes that the
allegations are founded, the report will be forwarded to the Office of the District
Attorney and/or the Walpole Police.

Completion of the Investigation

Upon completion of the investigation, including all legal and personnel action, any
records, documents and other evidentiary material will be returned by the Town
Administrator to the appropriate department. Every effort will be made to preserve
the confidentiality of the matter as allowed and authorized by law.

Training

New employees shall be trained at the time of hiring about the Town's Code of
Conduct and Fraud Policy. This framing explicitly covers expectations of all
employees regarding:

(1) Their duty to communicate certain matters;

(2) A list of the types of matters, including actual or suspected fraud, or similar
irregular activities to be communicated along with specific examples; and

(3) Information on how to communicate those matters.

SECTION 202 TOWN MEETING WARRANTS, SCHEDULES, POSTING
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202-001: TOWN MEETING WARRRANT ESTABLISHMENT &
TIMELINE

The Board of Selectmen shall vote to open the Warrant for the Fall Town
Meeting no later than the fourth Tuesday in July and open the Warrant for the
Spring Town Meeting no later than the fourth Tuesday in November.

A Timeline shall be created in coordination with the, Selectmen’s Administrative
Secretary, Assistant Town Administrator, and Finance Committee Secretary.
This timeline will outline the dates and necessary action needed by the above
aforementioned Departments in order to comply with MGL and Town Bylaws.

202-002: ARTICLE SUBMISSIONS: BOARDS, COMMISSIONS, COMMITTEES

A formal vote by the majority of the Board, Committee or Commission members
at a duly posted meeting is required to sponsor an article on a Town Meeting
warrant. It is the responsibility of the Board to either provide the actual
language, or to contact staff (Board of Selectmen or Town Administrator’s
Office) to assist with the draft language. The relevant Chair must review and
concur with the proposed text and/or map, (when required), prior to the execution
of the warrant by the Board of Selectmen

It is the responsibility of the sponsoring Board, Committee or Commission to
advocate for the article’s passage, attending all hearings and meetings presenting
support materials, answering questions, etc. before reviewing Boards; i.e. Board
of Selectmen, Planning Board, Finance Committee, et al.

202-003: ARTICLE SUBMISSIONS: TOWN OFFICIALS & STAFF

Staff must submit the sponsorship and support of the relevant Board, Committee
or Commission through submittal of draft language for an article, with
accompanying descriptive rationale. This solicitation must be made with enough
advance notice for the Board, Committee or Commission to deliberate at a posted
meeting, and determine if sponsorship is appropriate. If it is the sponsorship of
the Board of Selectmen that is being sought, draft language, et. al., must be
submitted to their office at least one meeting prior to the date on which they are
scheduled to execute the warrant. No staff member may propose warrant articles
without first consulting with the Town Administrator.

202-004: ARTICLE SUBMISSIONS: PRIVATE PETITIONS

The petition inclusive of the required number of signatures of Walpole registered
voters (10 for Annual Town Meeting Warrant Articles and 100 for Special Town
Meeting Warrant Articles*) certified by the Town Clerk, must be submitted to
the Office of the Selectmen five (5) days prior to the scheduled close of the
warrant. The text of the warrant article, and when applicable, required maps,
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must be attached to the petition. Private petitioners will be responsible for the
advocacy of the petitioned articles in the same manner as Boards, Committees
and Commissions (see above).

*The required 100 signatures for inclusion of an article in the warrant of a
Special Town Meeting called by the Board of Selectmen is separate and distinct
from the petition of 200 registered voters to call for a Special Town Meeting.

202-005: WARRANT REVIEW PROCESS

Following the submission procedures outlined herein, the Board of Selectmen
shall observe the following process in preparation of the final warrant.

1. Petitioner/staff submits text and map if required, to Board of Selectmen’s
office.

2. The Selectmen’s Administrative Secretary shall prepare a draft warrant
showing all submitted articles, and shall forwarding said draft Town Meeting
Warrant to Town Counsel for review. Any articles proposing the borrowing of
funds shall also be forwarded to the Finance Director for Bond Counsel’s review.

3. The Selectmen’s Administrative Secretary shall forward all zoning articles and
related materials to Planning Board within fourteen days of receipt of such
proposed zoning ordinance or by-law as required in MGL Chapter 40A, whereby
the Planning Board shall initiate the public hearing schedule and notices.

4. The Selectmen’s Administrative Secretary shall make any corrections to the
warrant based upon advice of Counsel or upon identification of any procedural or
technical changes. Any changes to articles sponsored by Boards, Committees,
Commissions or departments shall be referred to said sponsor for further input.
Changes to language submitted via private petition shall not be made. The
Administrative Secretary shall forward the final draft of the warrant to the Board
of Selectmen for execution.

5. It is the responsibility of any petitioner to ensure they have met the
requirements as set forth in Section 9-F of the Zoning Bylaws when submitting
a warrant article to amend the Zoning Bylaws or the Zoning Map.

202-006: WARRANT POSTING REQUIREMENTS

After the Board of Selectmen execute the final warrant, the Administrative
Secretary shall forward it to the Police Chief for posting in at least two public
places in each precinct. As required under M.G.L. ¢.30, Section 10, the warrant
for a Regular Town meeting must be posted no later than seven days prior to the
start of Town Meeting and fourteen days for a Special Town Meeting. In
addition, the Administrative Secretary shall advertise notice of the Town Meeting
in the local newspaper at least fourteen days prior to the start of said meeting and
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post said notice on the bulletin board outside the Town Clerk’s office. The Town
Clerk notifies all representatives of scheduled Town Meeting

202-007: WARRANT CHANGES

Once the warrant is signed and posted by the Selectmen, changes may only be
made by the Board of Selectmen’s vote to re-open the warrant. The Board shall
sign the new warrant and follow the posting requirements.

SECTION 203 LEGAL SERVICES REQUESTS

203-001: BACKGROUND

As per Article 11 of the Town’s by-laws, the Board of Selectmen shall appoint a
Town Counsel for no longer than a three-year period. Town Counsel advises the
Board of Selectmen who have the authority to institute various legal proceedings
and to execute legal instruments on behalf of the Town. As the Town’s executive
authority the Board of Selectmen has a varying degree of responsibility for the
many Town Committees and Departments to include those legal matters that
might involve these entities from time to time. However, the by-laws also
require that “Town Counsel do every professional act relating to Town affairs
which may be required of him by vote of the town or any board and/or
commission or town officers.” Town Counsel shall provide written legal opinions
and shall prosecute or defend legal actions involving any Town entity.

203-002: OBJECTIVES

It is the objective of this policy that:

1. Formal means of communications between Town Counsel and the Board of
Selectmen shall be established.

2. A mechanism to monitor and record the use of Town Counsel by Town
Committees and Departments are maintained.

3. Requests for legal services to insure effective utilization of the Town
Counsel’s
time and efficient use of funds are prioritized.

4. That access to Town Counsel by the various Town Committees and
Departments is not obstructed, but rather to quantify and organize the process
for the benefit of the Town.

203-003: PROCEDURES

Except as noted below, all requests for legal services should be in writing, using
a form approved by the Board of Selectmen. The request will be submitted to the
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office of the Town Administrator where it will be reviewed, and if appropriate,
comments will be added prior to forwarding the request to Town Counsel. The
Town Administrator will insure that the request is proper and adequately
prepared before forwarding to Town Counsel. Town Counsel will analyze
requests when received and assign them relative priorities. He/she will then
proceed to dispose of requests in the manner, which he/she deems appropriate
consistent with applicable policies and the expressed desires of the Board of
Selectmen.

The Board of Selectmen will maintain a file on all requests for legal services for
their review. Requests of a confidential nature shall be kept in separate file.

Town Counsel will prepare a quarterly report to the Board of Selectmen, which
will summarize the status of legal matters in which the Town is involved. The
report should provide such pertinent information as the time involved, number of
requests reviewed and the requesting Town Agency. Confidential matters shall
be accounted for on a separate page, which shall not be available except, by
specific vote of the Board of Selectmen. These monthly reports shall form the
basis of a yearly summary of the activities of Town Counsel.

The following circumstances shall constitute grounds for exemption from the
written request procedure:

- Individual members of the Board of Selectmen

- Police Chief during the course of a criminal investigation and
other confidential matters.

- Emergencies where an immediate response is needed to avoid a
result detrimental to the best interests of the Town. However, as
soon as possible written backup material should be provided on
the request form. To the greatest extent possible, any request of
this nature should be first presented to the Town Administrator.

- Informal discussions at Town functions and meetings.

Requests for legal services not consistent with this policy shall not be honored by
the Town Counsel.

SECTION 204 TOWN OWNED PARCELS & PROPERTY REGULATIONS

204-001: USE OF TOWN OWNED PROPERTY

1. A permit is required from the Board of Selectmen for any of the following
activities, singly or in combination: Use of Common or other town property for,
weddings, concerts, political events, celebrations, camping, art shows, festive and
religious celebrations etc.

200-47



2. Applications for permits to conduct permitted activities on Town Property
shall be filed on an application provided by the Town no later than 21 days prior
to the requested date for said use and at least 60 days prior to the event if the
applicant is seeking a special license to serve alcoholic beverages. Late or
incomplete applications will be considered at the discretion of the Board of
Selectmen.

3. Permit applications shall include, name address and telephone number of
applicant. The date or dates and times requested, nature of the event and duration
of the event.

4.Care must be taken to prevent damage to town property.

5. The Police Department shall be the enforcement agency for any and all
portions of this policy.

6. No alcoholic beverages may be sold, dispensed, or consumed upon any Town
property without the sole permission of the Board of Selectmen. If an applicant is
seeking permission to sell wine or malt beverages they must first obtain a special
one day license as set forth in MGl and Board of Selectmen’s Polices and
Procedures Section 204-003.

7. After the event, the individual or sponsoring group issued such permit must
clean up town property and leave it in the same condition that it was in before the
event. The clean-up must be accomplished on the same day as the event. All
rubbish must be removed by the sponsor.

8. At the discretion of the Board of Selectmen, upon a determination that the
public need or safety so require, a police officer (or police officers) may be
required to be present at the event, to be paid for by the applicant.

9. The Board of Selectmen must approve the hours of such event.

10. No use of public property for events permitted hereunder shall be allowed
until the applicant or organization proposing such use obtains and maintains
during the period of any such use insurance coverage or a bond in a company
licensed to do business in the Commonwealth of Massachusetts and acceptable to
the Board of Selectmen and in an amount acceptable to the Board of Selectmen,
based upon the nature of the event or function being proposed. All policies or
bonds shall identify the Town as an additional insured and shall provide that the
Town shall receive written notification at least 30 days prior to the effective date
of any amendment or cancellation. Certificates evidencing all such coverages
shall be provided to the Town prior to the commencement of any activities on
Town property.

11. The attached Release of Claims, Indemnity and Hold Harmless Agreement
shall be executed by any individual submitting an application for use of public
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property or by an authorized representative of any organization seeking to use
Town property, together with a certificate of authorization by the organization as
to the authority of the individual signing for the organization.

12. No views expressed by private individuals or groups using public property
shall be considered the views of the Town and the permit holder shall post a sign
stating so if any position or statement is being made to the public during the
licensed period.

204-002: RENTAL OF TOWN FACILITIES

1. Rental of building space within Town buildings, excluding public schools,
shall only be permitted in the Senior Center, Blackburn Hall, the East Walpole
Civic Center and Adams Farm Barn & Pavilion. Rental of space within school
facilities shall be governed by the School Committee. Rules and regulations for
the rental of building space shall be developed by the Recreation Department for
use of Blackburn Hall and East Walpole Civic Center, and by the Council on
Aging for the Senior Center. These rules and regulations must include, but not be
limited to, provisions that require the clean up of rented space(s) following said
rental, provision of certificates of insurance if deemed necessary. Further, no
device, equipment, or machinery may be permitted upon Town property that, in
the opinion of the responsible department head or Town Administrator, may
cause harm or injury to a person or persons. Fees may be charged for the rental of
Town buildings and property provided that the Board of Selectmen shall have
first approved a schedule of fees for the three buildings listed above.

2. The Board of Selectmen may authorize leases of other facilities for terms not
to exceed three (3) years upon terms and conditions they deem appropriate.

3. The short term use of field or park space in the Town must be approved in
advance by the Board of Selectmen subject to any terms or conditions they deem
appropriate.

4. No alcoholic beverages may be sold, dispensed, or consumed upon any Town
property without the sole permission of the Board of Selectmen. If an applicant is
seeking permission to sell wine or malt beverages they must first obtain a special
one day license as set forth in Section 204-003.

204-003: SPECIAL LICENSE REQUIRED IN ORDER TO SELL OR SERVE
WINE AND/OR MALT BEVERAGES

1.All businesses, private individuals, and organizations holding events at town
property must seek permission for the use of Town property and must file an
application for a One-Day Special License pursuant to M.G.L. c. 138, Section 14
with the Licensing Board where Wine and/or Malt beverages are to be sold,
tickets are to be sold, or an entrance fee is to be charged. The Town has the right
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to reject any requests to serve or sell wine or malt beverages on Town property.
Special licenses for the sale of wines and/or malt beverages may be issued to a
responsible manager of any indoor or outdoor activity (for profit or non-profit).
Proof of an organization’s non-profit status may be required. Approval by the
Board of Selectmen under this section is necessary to avoid violation of Article
XIlI-Police Regulations Section 3 of the Town of Walpole Bylaws.

2. SPECIAL LICENSES IN GENERAL

Special licenses may be issued only to a natural person or a natural person in
conjunction with a business, organization, charity or Town Department. The
person named on the Special License must sign the application for the license.
The person named on the license is responsible for management of the license
and shall be on the premises for the entire event. The person named on the
license shall be a United States citizen. It is essential that the licensee have
control of the area in order to preclude service to underage persons, to intoxicated
persons, etc. If the event takes place in an outside area, or outside a Town
Facility, beer and wine may only be sold, served and consumed within the
delineated area approved by the Board of Selectmen. This area must be enclosed
by a fence, rope or other means to prevent patrons or members of the public from
wandering in and out with alcoholic beverages of any kind.

3. PURCHASE FROM A WHOLESALER

For events that are required to obtain a One-Day Special License, all wine and
malt beverages must be purchased by the license holder from an authorized
source of alcohol, usually a licensed wholesaler in Massachusetts, as show on a
list for 1-Day licenses issued by the Alcoholic Beverages Control Commission,
in compliance with 204 CMR 7.05. Alcohol may not be purchased out of state,
from a caterer, or from a package store.

The list of authorized sources of alcohol is available at the Selectmen’s Office or
through the State Alcoholic Beverages Control Commission.

4, ALCOHOL SERVICE

In all cases, where wine and/or malt is served or sold, it must be served by a
caterer or bar service who has presented evidence of liquor liability insurance
naming the Town of Walpole as additional insured. The liquor liability coverage
shall be at a minimum of $1,000,000 per occurrence and $3,000,000 aggregate.
The Town shall also require a certificate for General liability naming the Town of
Walpole as additional insured on a per occurrence basis, $1,000,000 (bodily
injury & property damage) liability limit and with an aggregate of $3,000,000. It
will be at the Board of Selectmen’s discretion as to whether higher limits on
insurance are needed.

5. STORAGE OF ALCOHOL

No wine and/or malt beverages may be stored on any unlicensed premise. For
special events covered under a One-Day Special License, alcohol must be
delivered the day of the event and removed from the premises after the event at
the expiration of the Special License. Under State Alcoholic Beverages Control
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Law, M.G.L. Chapter 138, Section 22, holders of a One-day Special License may
not transport wine and/or malt beverages without a permit. A caterer may
transport wine and/or malt beverages on behalf of a Special License holder only
if that caterer has a current transport permit issued by the Alcoholic Beverages
Control Commission.

6. POLICE DETAIL

All one (1) day wine and malt licenses granted on Town property require a
minimum of one (1) police detail, to run from a minimum of one (1) hour before
the start of the event, to one (1) hour after the end of the event. More officers
and additional hours may be added at the discretion of the Board of Selectmen
based on factors such as number of guests, location, date, time and type of event.
Police detail is to be paid for by the applicant

7. POSTING
The licensee is required to post the Special License in a conspicuous location
during the event.

8. HOURS
No special licensee may sell or deliver any alcoholic beverages between the
hours of 1:00 a.m. and 8:00 a.m.

The hours during which sales or serving of wine or malt beverages may be made
by a special license shall be fixed by the Board of Selectmen as Licensing
Authority for the Town, but no special licensee may sell, serve, or deliver any
alcoholic beverage before 11;00 a.m., Monday through Saturday, before 12:00
p.m. on Sundays, or between the hours of 1:00 a.m. and 8:00 a.m.

9. ISSUANCE, SUSPENSION, CANCELLATION, OR REVOCATION
The Board of Selectmen has the authority to refuse to issue or reissue a special
license, if the licensee fails to comply with state or local regulations or any
reasonable requirements of the local licensing authority.

The Board of Selectmen has the authority to suspend, cancel or revoke a special
license, after a hearing, if the licensee fails to comply with state or local
regulations or any reasonable requirements of the local licensing authority.

204-004: SALE OF TOWN OWNED PARCELS & PURCHASE OF OTHERS

The Board of Selectmen receives requests or petitions periodically to sell Town
owned parcels as well as offers to purchase privately owned parcels. When the
Board of Selectmen is granted authority by the vote of Town Meeting to act in
the Town’s behalf to dispose of Town parcel(s) or purchase private parcel(s), the
Board establishes the following guidelines on the fair and consistent method of
acquiring and disposing of real property.
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1. The Town will strictly adhere to compliance with MGL, Chapter 30B, the
Uniform Procurement Act and not seek Legislation to waive compliance with
MGL, Ch.30B.

2. When private requests come before the Board of Selectmen, the Board will
require the requisite number of signatures on a petition and then accepts the
request to place a warrant article only as a private petition.

3. The Town should not consider selling Town owned parcels which are defined
by the Building Commissioner as buildable lots, unless they are deed restricted as
“not a buildable lot™.

4. The Town should not consider selling any parcels within environmentally
sensitive areas, particularly those designated in DEP’s approved Zones One and
Two.

5. The Selectmen will require that a motion put forth before Town meeting that
sets a minimum sale price for Town owned parcels. That minimum sale price will
not be less than the Board of Assessor’s current assessed value. However, for
parcels assessed at greater than $50,000, the Town will retain an independent
appraisal and that value will become the minimum sales price.

6. With regard to acquisition of property with an assessed value of greater than
$50,000, the Town will retain an independent appraisal to determine value before
Town Meeting is requested to consider such purchase.

204-005: USE OF TURCO FIELD SYNTHETIC TURF FACILITY

1. A permit is required by the Recreation Committee for any use of the synthetic
turf field located at Turco Field.

2. The Walpole High School Athletic Department is responsible for reimbursing
the Town for any funds expended in relation the clean up and use of the Field
for Walpole High School sporting events.

3. Any events that are sponsored by the Walpole High School Athletic
Department that are canceled during the week must be rescheduled in
coordination with the Recreation Department in order to not conflict with
other scheduled events.

4. Applications for permits to conduct permitted activities at the Turco Field turf
complex shall be filed on an application provided by the Town no later than
twenty one (21) days prior to the requested date for said use. Late or
incomplete applications will be considered at the discretion of the Recreation
Committee.

5. Recreation Committee will review each application and determine if the use
is acceptable and if the field is available for use. If it is determined that the
field is available and the use is acceptable a permit to use the facility will be
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10.

11.

issued. Each user group must keep a copy of the permit on hand while using
Turco Field.

Reservations for Spring/Summer (April-August) will be accepted between
January 1% and February 15™. Reservations for Fall (September —December)
will be accepted between May 1% and June 15™. Applications received after
the ending date above will be accommodated on a first-come, first serve basis
for the remaining space in the field schedule.

The Recreation Department will maintain a comprehensive field schedule that
will be readily available to the public. Whenever possible the schedule will be
available on the Town of Walpole’s website.

User group responsibility:

a. Each user group that is granted a permit must adhere to the fee
schedule that has been established by the Board of Selectmen.
Payment shall be submitted to the Town when the user group picks up
the permit at the Recreation Department.

b. Each user group will be responsible for enforcing the rules and
regulations established by the Board of Selectmen. If a user group is
caught breaking the rules and regulations the first offense result in a
warning, the second offense will result in a one (1) year suspension
for the use of Turco Field, a third offense will result in the user group
no longer being allowed to use the Turco Field turf complex.

Residents shall be permitted to use the track at Turco Field for walking and/or
jogging exercise while the field and track are not in use by the Town of
Walpole or groups that have been granted a permit by the Recreation
Committee. Other types of passive recreational uses of Turco Field will not
be allowed. Passive use shall include any organized use (team or organized
groups) that is not granted a permit by the Recreation Committee. If a Town
Official observes Turco field being used he/she may request to see the permit.
If a permit cannot be produced within a reasonable time period the user group
will be asked to leave the facility. If the group refuses to leave the Walpole
Police will be called to remove the group.

Cancellation of single day rentals must be made a minimum of seven (7) days
in advance to receive a refund of daily reservation fees. It is the applicant’s
responsibility to provide written notification of cancellations. The Town of
Walpole will not be held responsible for cancellations by telephone.
Cancellations will only be accepted by the applicant (the person that
submitted the application) not from anyone else acting on their behalf.
Certificates of Insurance may be required by the Board of Selectmen or their
designee for the use of Turco Field by organized groups and/or teams. The
amounts of any such certificates shall be set in accordance with the nature of
the event/function being held. In lieu of producing a Certificate of Insurance
the Town may submit a Town of Walpole “RELEASE FROM LIABILITY,
INDEMNITY AND HOLD HARMLESS AGREEMENT”

Turco Field Rules and Reqgulations
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A permit is required by the Recreation Committee for any use of the
synthetic turf field located at Turco Field.

The following are strictly prohibited:

1. Use of the Turco Field Synthetic turf surface without obtaining a

permit from the Town of Walpole.

2. Unauthorized motorized vehicles, including but not limited to: cars,
trucks, tractors, four (4) wheel drive vehicles, any type of All Terrain
Vehicle, motorcycles, trail bikes, or snowmobiles.

Dumping & littering.

4. No gum, sunflower seeds, tobacco products, liquids other than water,
paint or any other objects that may damage the synthetic turf will be
allowed on the Turf or Track surface.

5. Conduct which disturbs in any way the Turf, track or bleachers at
Turco Field and any illegal action under the law of the
Commonwealth of Massachusetts or Walpole By-law.

6. No dogs are allowed inside of the enclosed gate that surrounds to
track.

w

The following uses are permitted:
1. Any type of use of the Turf Field that has been granted a permit by
the Recreation Committee.
2. Passive recreational use of the track if it is not being used by the
Walpole High School Athletic Department or by the school
department for an organized group activity.

Whosoever disregards or violates any of these regulations is hereby
forbidden to remain upon these premises and is subject to arrest, a fine
not to exceed $100.00, as well as, civil liability for damages to property
and imprisonment as provided by law. The Town of Walpole cannot
assume responsibility for injuries or loss of personal property.

Teams and Organizations that use the field will be responsible for the field and any
damages caused to the field. Any damages caused to the field will be the responsibility
of the party that caused the damages. If the Town of Walpole is unable to determine
which user group caused damage to the field a bill will be equally divided among the
user groups that used that field on that day and/or weekend that the damage occurred.
Failure to pay a damage bill within forty five (45) days will result in forfeiture to use the
field until the bill is paid.
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TOWN OF WALPOLE
APPLICATION FOR USE OF TURCO FIELD SYNTHETIC TURF

*User groups that plan on using the field multiple times during a season may submit one application that covers

multiple uses.
Name: Date:
Address:
Telephone Home: Cell: Work: E-
Mail
Purpose:

which is to be used by

(Name of Organization )

(Address of Organization )

on the day(s) of

month (s) between the hours of

What is the age group of the potential users?

Will a police detail or other type of security be provided?
(Final determination of detail requirement is the decision of the Walpole Police Department)
Is this request for an annual, reoccurring or series of uses? If so please explain:

The signature below verifies the knowledge of and agreement to the rules and regulations for
use of Turco Field.

Signature Date
*Each user group that is granted a permit must adhere to the fee schedule that has been established
by the Board of Selectmen. Payment shall be submitted to the Town when the user group picks up
the permit at the Recreation Department.

******************************OffiCial Use Onlv BE|0W

L | ne*********************************

Recommendation of the Board of Selectmen/Recreation Committee: Approved:
Denied:

Comments:
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Signature (Committee Chair or Designee) Printed Name of Signatory

Turco Field
Fiscal Year 2008 User Fees

The Town of Walpole is committed to maintaining and prolonging the use of the Turco
Field synthetic turf. The Town has implemented the following fees to cover general
maintenance, opening the gate to the field, moving goal posts when needed and upkeep
of the synthetic turf surface. The host team will be responsible for collecting the fee and
submit the fee to the Recreation Department prior to the event. There will be an
additional charge for ¥ hour before and ¥4 after the scheduled event for preparation and
cleanup.

Youth serving Walpole non-profit groups may use the field with the payment of the field
fee. Effective Spring 2008 the fee is $5.00 per person. This fee will be reevaluated by the
Recreation Committee for the Fall 2008 sports season.

In Town User Groups - $75 per hour

Out of Town User Groups - $150 per hour

Groups that plan on using the field multiple times may submit one lump sum payment
for the amount of hours that the groups expects to use Turco Field.
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RELEASE FROM LIABILITY, INDEMNITY
AND HOLD HARMLESS AGREEMENT

l, , in consideration of my

being allowed to

do forever RELEASE, acquit, discharge

and covenant to hold harmless the Town of Walpole, a municipal corporation of the
Commonwealth of Massachusetts, and its successors, departments, officers, employees,
servants, attorneys and agents, of and from any and all actions, causes of action, claims,
demands, damages, costs, loss of services, expenses and compensation on account of in
any way arising out of, directly or indirectly, all known and unknown personal injuries
or property damage which I may now or hereafter have or may acquire, resulting or to
result from said participation in the aforementioned activities. Furthermore, | hereby
agree to protect the Town of Walpole and its successors, departments, officers,
employees, servants, attorneys and agents against any claim for damages, compensation
or otherwise arising out of or resulting from any injury to any party in connection with
said participation in the aforementioned activities and to INDEMNIFY, reimburse or
make good to the Town of Walpole or its successors, departments, officers, employees,
servants and agents any loss or damage or costs, including attorneys’ fees, which the
Town of Walpole or its representatives may have to pay if any litigation arises from said

participation in the aforementioned activities.

I hereby further covenant for myself, my successors and assigns not to sue the
said Town of Walpole, its departments, officers, employees, servants, attorneys, and
agents on account of any such claim, demand or liability.

Singed this day of , 20

Applicant User :

Please print name:

Telephone:
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SECTION 205 MUNICIPAL PROJECTS: WAIVER OF FEES

205-001: CONSTRUCTION & BUILDING PROJECTS
The Board of Selectmen will consider fees on projects that are on, in or upon
Town buildings or properties waived unless they by vote shall determine
otherwise.

SECTION 206 DISPLAY OF AMERICAN FLAG

206-001: FEDERAL, STATE & LOCAL OBSERVANCES

American Flags shall be displayed along Main Street in downtown and along
Washington Street in East Walpole on Memorial Day, Flag Day, Fourth of July
and Veteran’s Day.

206-002: NIGHT DISPLAY REQUIREMENT - LIGHTING OF FLAGS
No American Flag shall be displayed after sunset without proper illumination

upon said flag. If light cannot be provided, then the flag shall be lowered and
placed indoor until sunrise the next day.

SECTION 207 DISPLAYS OF HOLIDAY DECORATIONS

(DELETED AND ADDED NEW SECTION 211 June 2014)

SECTION 208 EMPLOYEE TRAVEL REGULATIONS

208-001: PURPOSE

The Board of Selectmen of the Town of Walpole desire to create guidelines
regarding all forms of business travel of Town of Walpole employees, and to
establish a method of pre-payment and reimbursement for expenses incurred as a
result of said travel.

208-002: SCOPE
This policy shall be followed by each and every department under the

governance of the Town of Walpole Board, and shall include all employees
assigned to all non-School departments without exception.

208-003: ENFORCEMENT

Enforcement authority of this policy shall be maintained by the Board of
Selectmen delegated to the Town Administrator of the Town of Walpole.

200-58



208-004: TRAVEL GUIDELINES & REGULATIONS

1. All business related travel by employees of the Town of Walpole shall
be conducted in the most reasonable, cost-efficient manner possible.

2. The Board of Selectmen interprets the definition of business related
travel to include, but not be limited to, authorized travel by any employee
of the Town of Walpole to carry-out and/or enhance the duties and
responsibilities assigned to him/her. This shall include, but not be limited
to conferences, meetings and seminars designed to educate and inform,
and all travel necessary to carry out the normal requirements of an
employee’s position.

3. All business related travel by employees of the Town of Walpole shall
have prior written approval of the department head and from the Town
Administrator.

4. All employees of the Town of Walpole engaging in business-related
travel shall submit detailed descriptions and itemized receipts of all
expenses authorized by this policy, at the conclusion of said travel in
order to receive reimbursement. Only the cost of registration(s), meals
(daily allowance), airfare, and other approved modes of transportation
shall be paid in advance. The Mode of Transportation must be approved
by the Town Administrator.

5. For purposes of determining mileage reimbursement for the use of
private vehicles, mileage shall be calculated from the employee's regular
office location to the destination point. Mileage to or from an employee's
place of residence is not reimbursable. Reimbursable mileage expenses
shall be based upon the IRS mileage rate in effect on July 1% of each
fiscal year, and shall remain in effect for that fiscal year. Expenses for
tolls and parking shall not be included in this mileage rate, but may be
submitted according to the provisions of section 6.01 of this policy.

6. All employees of the Town of Walpole who incur expenses for meals
during business related travel, shall be reimbursed for costs incurred, up
to a maximum daily allowance amount. Said amount shall reflect the per
diem rate established and set by the Internal Revenue Service. Annually
during the first week of July, the Finance Director shall determine the
then-current IRS rate and communicate it in writing to all Department
Heads. This amount shall be in effect for the fiscal year. This provision
shall not apply to employees of Town of Walpole who are engaged in
business related travel for a time period of twenty-four(24) hours or less.

208-005: APPROVAL PROCEDURE:
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1. Prior to the commencement of any business related travel, the
requesting department shall submit an "AUTHORIZATION FOR
EMPLOYEE TRAVEL" request form (SEE FORM #208-1) to the Town
Administrator for approval. This form shall contain all information
regarding the proposed travel, including location, duration, purpose,
names of those traveling, and all relevant funding information. The form
shall be complete with the signature of the appropriate department head.

2. This completed form must be received by the Town Administrator no
later than fifteen(15) business days prior to the commencement of travel.

3. If advanced payment is required, the "AUTHORIZATION FOR
EMPLOYEE TRAVEL" form must be accompanied by a completed
voucher for payment to be executed by the Town Accountant.

4. Upon the approval of the Town Administrator, a signed copy of the
"AUTHORIZATION FOR EMPLOYEE TRAVEL" form and attached
voucher will be forwarded to the Town Accountant, whereby advance
payment will be processed and forwarded to the Town Treasurer. This
will occur no less than five(5) business days prior to the commencement
of travel, with the payment check and all necessary documentation
regarding such, returned to the requesting department.

5. In the event that no advance funding for the designated travel is
necessary, the requesting department must still submit to the Town
Administrator an "AUTHORIZATION FOR EMPLOYEE TRAVEL
“form. This approved form shall then be returned to the requesting agency
no less than ten(10) business days prior to the commencement of travel.

6. If approval for travel is NOT granted by the Town Administrator, the
"AUTHORIZATION FOR EMPLOYEE TRAVEL" form will be
returned to the requesting agency no less than ten(10) business days prior
to the commencement of travel. This shall include the reason for
disapproval.

7. In the event that an emergency situation requires immediate travel as
deemed necessary by the department head and approved by the Town
Administrator, then the "AUTHORIZATION FOR EMPLOYEE
TRAVEL" form and all relevant information shall be forwarded to the
Town Administrator in a timely fashion not less than five(5) business
days following the conclusion of travel.

208-006: REIMBURSEMENT PROCEDURE:
1. At the conclusion of business related travel in which employee out-of-
pocket expenses were accrued, the employee shall submit all itemized and
detailed receipts to the department head for review.
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2. The department head will in turn submit a "TRAVEL EXPENSES
REIMBURSEMENT REQUEST"(SEE FORM #208-2) form to the
Town Administrator, listing itemized and detailed receipts to be
reimbursed to the employee. Accompanying this shall be a completed
warrant specifying the total amount to be reimbursed. This form and
attached warrant shall be submitted to the Town Administrator no later
than ten(10) business days following the conclusion of travel.

3. Upon granting approval of the reimbursement request, the Town
Administrator will forward the signed "TRAVEL EXPENSES
REIMBURSEMENT REQUEST" form to the Town Accountant for
reimbursement. This procedure, and return of reimbursement to the
employee, shall not exceed twenty(20) business days following the
conclusion of travel.

4. In the event that approval of the reimbursement request is disapproved
by the Town Administrator, the "TRAVEL EXPENSES
REIMBURSEMENT REQUEST" form will be returned to the requesting
department no later than ten(10) business days following the conclusion
of travel, and shall include the reason(s) for disapproval. Following this
step, the employee, through his/her department head, may appeal to the
Town Administrator for reconsideration. This shall be conducted through
official, written communication directed to the attention of the Town
Administrator, and shall include the basis for the reconsideration request.
The Town Administrator shall then have ten(10) business days from
receipt of the appeal to issue a final decision.
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COMMONWEALTH OF MASSACHUSETTS

TowN OF WALPOLE
AUTHORIZATION FOR EMPLOYEE TRAVEL

DEPARTMENT:

TRAVEL/TRIP INFORMATION FUNDING INFORMATION

Date of Trip:
Budget:

From: To: Line Item

#:

Destination: Total Amount Requested:

$

Mode of Transportation: For: Hotel

Airfare

Air___ Vehicle(Town___ Personal ) Registration

Expenses Other(specify)

Other(specify)

NAMES OF TRAVELERS TITLES

REASON FOR TRAVEL & OTHER INFORMATION

DEPARTMENT HEAD AUTHORIZATION

| hereby grant authorization for the above named individual(s) to execute
travel at public expense in the performance of official duties, and further do hereby certify
that sufficient funds are available in the above mentioned budget & line item for this travel
expenditure.

SIGNED: DATE:
(AUTHORIZED DEPARTMENT HEAD)

ToOwN ADMINISTRATOR ACTION

This Request is Hereby:
Approved:
Disapproved: Reason:
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SIGNED: DATE:
(TOWN ADMINISTRATOR)

SECTION 209 TOWN OF WALPOLE ANNUAL BUSINESS RECOGNITION
PROGRAM

209-001: PURPOSE

The Town of Walpole has established an annual Business Recognition Program designed
to honor businesses and entities in the community. Nominate a business who has
reached a significant achievement or accomplishment, contributed or served the
community, or shown enthusiasm and creativity in the development of their business.

209-002: ELIGIBILITY
All businesses located in Walpole, MA are eligible.
209-003: PROCESS

Nomination forms will be available in July either online through the Town’s website at
www.walpole-ma.gov or available through the Board of Selectmen Office and the
Economic Development Department. A panel of judges will meet to review nominees in
October. Selected businesses will be honored at the Town of Walpole’s Business Forum
in November.

209-004 AWARD CATEGORIES

Business Achievement

Awarded to a business who has demonstrated outstanding business achievement as
evidenced by growth in sales, profits and/or employees; new product introductions
and/or markets entered; and/or customer relations.

Contribution/Service to the Community

Awarded to a business that has demonstrated a commitment to giving back to the
community through means such as contributions or service to a civic group, volunteer
program, or nonprofit organization.

Business Newcomer
Awarded to a business that is between one and four years-old and has demonstrated
outstanding dedication and creativity in the development of their new business.
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209-005 TOWN OF WALPOLE ANNUAL BUSINESS RECOGNITION
NOMINATION FORM

Nominate a Walpole Business! The Town of Walpole Annual Business Forum will take
place in November 2011 at the Walpole Country Club. We need your help in finding
outstanding businesses to honor. Submit your recommendations today!

Please Select the Category(s) for Nomination:
o Business Achievement

o Contribution/Service to the Community

o Business Newcomer

Business Name:

Contact Person:

Address:

Phone: Email:

Reasons for Nomination:

Please note: The award categories and nomination forms are available online at www.walpole-ma.gov. This form
can be duplicated. You can nominate a single business in more than one category, and you can also nominate more
than one

business for the same category by using an additional nomination forms. Self nominations are gladly accepted.

Name of Person Making Nomination:

Signature of Person Making Nomination

Telephone:
Email

**DEADLINE FOR NOMINATIONS IS TUESDAY, OCTOBER 11, 2011**
Please return completed form(s) to:

Stephanie Mercandetti, Economic Development & Grants Officer

Town of Walpole

135 School Street, Walpole, MA 02081

Fax: 508.660.7303

Email: smercandetti@walpole-ma.gov
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SECTION 210 BUSINESS ANNIVERSARY RECOGNITION PROGRAM

210-001: PURPOSE

The Town of Walpole has developed an Anniversary Recognition program as a way
to distinguish and recognize local businesses for reaching anniversary milestones.
Celebrating an anniversary will help you to increase sales, strengthen relations with
customers, boost employee morale, provide free PR, and generate countless
business opportunities.

Businesses celebrating an anniversary may apply for recognition at the following
increments (i.e. 1 year, 5 years, 10 years, 15 years, 20 years, etc). The anniversary
milestone is based on the years in business in Walpole. To participate in this program,
please complete the application form, or download an online form at www.walpole-
ma.gov. The form must be completed and submitted no later than 60 days prior to the
business anniversary. At the Town’s discretion, the business will receive recognition of
its anniversary at a regular Board of Selectmen Meeting.
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210-002: ANNIVERSARY RECOGNITION APPLICATION

Date of Application:

BUSINESS INFORMATION

Legal name of business applying:

Address (of business location):

Contact person:

Business Anniversary (i.e. 5, 10, 15, 20, etc.):

Company Information (i.e. what type of business):

Historical Information (i.e. number of years in business, where business founded):

Key Milestones/ Accomplishments associated with the business and/or owner:

Signature

Printed Name and Title

Email Address

Phone Number Date
The Walpole Board of Selectmen invites a representative to attend a Selectmen’s meeting at which the recognition
would be made. The Selectmen’s Office will provide notification of the date and time of the appropriate Selectmen
Meeting. The Walpole Board of Selectmen reserves the right to evaluate all applications and may at its sole discretion
issue or decline the issue of business recognition.
*Business must be located within the Town of Walpole.
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SECTION 211 HOLIDAY DISPLAY POLICY
211-001: GENERAL PRINCIPLE

The Walpole Board of Selectmen recognizes and celebrates the diversity of the
individuals of the community the Board has been elected to serve. Traditionally, the
Town has decorated and will continue to decorate the interior and exterior of the
Town's buildings and the Town's display areas with symbols that reflect the various
seasonal and holiday celebrations of the community, but the Town will do so only in
a manner that does not advance or inhibit any particular religion, culture or
ethnicity and in a manner that respects the complex values of modern society.

211-002: POLICY PURPOSE

The purpose of the Holiday Display Policy shall be to ensure that each Town-owned
facility and property has a welcoming atmosphere and that does not result in the
Town acting to advance or inhibit any particular religion, culture or ethnicity and
that provides equal access to private parties to use a portion of the Town Common
for private Holiday Displays as set forth herein.

211-003: POLICY DIRECTIVES

The Town may erect secular Holiday Displays upon any Town facility or property.

Private Holiday Displays may be located upon the Town Common, specifically on
the portion of the Common located to the East of Main Street bordered by
Common and Front Streets, with equal opportunity for access to be provided to all
private parties.

Private Holiday Displays shall be grouped in the same area of the Town Common,
so no one private Holiday Display shall be more prominently placed that any other
private Holiday Display. Each private Holiday Display shall have a sign that states
that: "' This display is sponsored by XX."

211-004: APPLICATION AND PERMIT
REQUIREMENTS

1. No Holiday Display shall be erected by a private party on Town-owned
property without a Holiday Display Permit from the Board of Selectmen.

2. An application for a private Holiday Display Permit shall be received at least 30
days prior to the date upon which the Holiday Display is proposed to be erected.

3. The application shall be accompanied by information as to the substance and
size of the display and the proposed location for the private Holiday Display.
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10.

11.

12.

13.

14.

The application shall include an agreement by the applicant to indemnify and
hold the Town harmless for damage to the Town's property as a result of use of
the Holiday Display Permit.

The Board of Selectmen will consider the application at a public meeting within
14 days of receipt of the application and the applicant shall be notified of the
decision in writing within 7 days of the decision.

The Board of Selectmen shall review each Holiday Display Permit application in
order to maintain the public's health, safety and welfare and the Board may
consult with the Police Chief, Fire Chief, Building Commissioner and other
Town Officials, to make sure any proposed display shall conform to all
applicable laws and satisfy public safety requirements.

No disturbance of ground shall be allowed except after consultation with the
Town Parks Superintendent to ensure minimal disruption.

No Holiday Display shall be duplicated during any display period (For example:
only one *'creche™, ""menorah™, etc. shall be allowed).

The Board of Selectmen shall include any reasonable time, manner and
place restrictions on any Holiday Display Permit that is issued.

The annual Winter Holiday Display Season shall extend from 14 days prior to
Thanksgiving until January 15™. The Board of Selectmen may allow other
holiday display periods, but shall impose time limits when granting a permit.

Display duration limits shall not apply to holiday lights located in trees on the
Town Common as these lights may remain in place for an indefinite period,
unless otherwise provided for under a Holiday Display Permit.

Each Holiday Display shall be removed from Town property not later than the
expiration of the relevant display season or as set forth in the Holiday Display
Permit, whichever is sooner. If weather prevents timely removal, the permit
holder shall schedule a new removal plan with the Town Administrator.

Setup and removal of any private Holiday Display shall be the sole responsibility
of the private party that holds the Holiday Display Permit. If the Town has to
remove a Holiday Display then the permit holder for the relevant display shall
reimburse the Town for its costs to remove the display.

A private Holiday Display shall not be erected by Town staff or using Town
equipment.
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Town Of Walpole
Board of Selectmen

300 PUBLIC SAFETY

SECTION 301 GENERAL

301-001: LOCAL EMERGENCY PLANNING COMMITTEE

A Local Emergency Planning Committee (LEPC) shall be a standing sub-
committee of the Board of Selectmen. The LEPC shall meet not less than once per
quarter each year, and is charged with the responsibility of reviewing, updating,
and from time to time testing the Town’s Emergency Management Plan. The
LEPC shall consist of representatives of the Town’s various departments, local
business leaders, representatives of Norwood Hospital and local health care and
assisted living providers, Town Administration, and other officials from the
public and private sector as may be deemed necessary.

301-002: DECLARATION OF LOCAL EMERGENCIES

1. Any four out of the following seven_Town Officers:
Chairman of the Board of Selectmen or designee; Town Administrator;
Emergency Management Director; Police Chief; Fire Chief; Public Works
Director; Health Director
may meet and vote to declare a state of local emergency if conditions are deemed
to warrant same. Such vote must be recorded in writing, stating the date, time and
reason for such a declaration. A declaration of emergency allows the Town of
Walpole to expend funds without a budget allocation. It also allows Walpole to
request State resources to assist in meeting the demands of the emergency.

This shall be authorized in accordance with MGL Chapter 34, Section 31; MGL
Chapter 40, Section 19; MGL Chapter 44, Sections 31 and 33B.

301-003: EMERGENCY MANAGEMENT PLAN
(The Emergency Management Plan shall serve as a stand-alone document. It
shall be on file and available for review in the office of the Board of Selectmen,
the Town Clerk’s Office, The Police & Fire Departments. Items within the plan
that address sensitive safety response or security matters shall only be available
to the general public (non-town staff) following approval by the Chief of Police.)

301-004: INCIDENT MANAGEMENT
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The Town of Walpole has adopted the principles of the National Incident
Management System (NIMS). Further, it is formally recognized that NIMS shall
be the local standard for incident management, and that the Incident Command
System is hereby adopted as the Town of Walpole’s official incident response
system.

301-005: PARADE SAFETY: PROHIBITED PRACTICES

The Board bans throwing of candy and other items during a parade. Any candy
distributed must be handed out and must be wrapped.

301-006: EMERGENCY NOTIFICATION SYSTEM
1.Purpose of Policy:

To establish guidelines when activating the Town of Walpole’s Emergency
Notification System-Swift Reach Communication System.

2.1t is hereby established that prior to any department head activating the Emergency
Notification System, they shall first notify the Town Administrator or his/her
designee for permission. When it is deemed necessary to send out an Emergency
Notification Message to the public the Board of Selectmen shall be notified as soon as
possible.

3.1t is the intent of the Town of Walpole Board of Selectmen that this Emergency
Notification System shall only be used for emergency situations that will benefit the
Safety and Welfare of the citizens of The Town of Walpole. The Communication
System should be used for, but not limited, to the following incidents-only if deemed
necessary by the Department Head and approved by Town Administration.

Any incident where evacuation is required

Public Health Emergencies

Missing persons

Police related emergencies

School related emergencies

Testing of the System

To activate Town of Walpole employees or volunteer to an emergency

4.At times it might be advantageous to use this system to educate Walpole residents
about a non-emergency situation. If a department head wants to use the system for a
non-emergency situation they shall first seek permission from the Town
Administrator ( or his designee) and the Board of Selectmen in advance, prior to
activating this communication system.

5.The cost of sending out a message will be absorbed by the department sending out
300-2



the message unless stated otherwise by Town Administration.
6.The Emergency Notification System will be managed by the following set-up:

System Administrators: (Individuals with access to entire Notification System)
: Town Administrator
. Information Systems Administrator
. Deputy Fire Chief
. Health Director

System Users: (Individuals with access only to there department) Each Department
will have personnel established as a system user.

SECTION 301-007: SECURITY CAMERAS POLICIES AND PROCEDURES

1. Purpose

The purpose of this policy is to regulate the use of security cameras to protect the
legal and privacy interests of the Town of Walpole, the community at large and Town
employees while concurrently assisting in the protection of safety in and property of
municipal buildings owned by the Town of Walpole not under the jurisdiction of the
Walpole School Committee.

The primary use of security cameras will be to record images for future identification,
investigation, and possible prosecution related to and illegal and/or criminal activity
and actions.

2. General Policy

The Town of Walpole is committed to establishing and maintaining a workplace that
is secure and safe for both employees, Town officials and the community at large. To
enhance this commitment, the Town of Walpole shall install and utilize security
cameras. The cameras will be used in a professional, ethical, and legal manner
consistent with all existing Town of Walpole policies, as well as State and Federal
laws. Camera use will be limited to situations that do not violate the reasonable
expectation of privacy as defined by law.

3. Policy Guidelines/Procedures

A. Security cameras shall only be installed under the authority of the Town
Administrator, after final approval by the Board of Selectmen. Camera installation
will be coordinated with Building Maintenance Department and Information
Technology. Departments shall not install cameras for security purposes on their
own.

B. The Town Administrator and/or his/her designee shall coordinate installation of

security cameras with Building Maintenance, Information Technology and the
Police Department to determine type and location of security camera.
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. Placement of cameras shall only be considered for the security and safety of
employees and customers or for legally mandated reasons. Cameras shall never be
placed in areas where privacy would normally be expected. Camera placement
must take into consideration any confidential material that could be visible.

. No cameras shall record voice or audio.

. Any building where cameras are to be located upon or in shall have the following
statement placed conspicuously at each entrance to the building:

“This property is protected by video security cameras.”

. Display of live streaming video from security cameras shall be limited to the

Walpole Police Dispatch Center, and in addition the Chief of Police and/or his/her
designee(s), the Town Administrator and/or his/her designee(s), and the IT
Director shall have access to the IP feed & video. Cameras showing live video
from the Police Station Clock Tower, the East Walpole CBD, and the Town Hall
cupola may be displayed as live streaming video via the Town of Walpole web
site.

. Viewing of recorded video shall be limited to the Town Administrator and/or
his/her designee(s), IT Director, Legal Counsel, Chief of Police and/or his/her
designee(s), and other Law Enforcement personnel involved as part of any
investigation and/or prosecution effort.

. Video recordings shall be maintained and retained by the Information Technology
Department according to the following schedule:

- External Building Cameras: 30 Days

- Internal Building Transaction Cameras: 120 Days

It shall be the responsibility of the IT Director to ensure that all recordings are
kept secure, and shall permit no individual unless those stipulated herein to view
recorded material.

In the event of a law enforcement investigation, or in the event of an active claims
investigation for insurance purposes, video recordings may be retained for periods
of time longer than time limits specified herein.

When an incident is suspected to have occurred, designated personnel herein may
review the images from security camera data/recordings. Any suspicion of illegal
or criminal activity shall immediately referred to the Walpole Police Department.

Expense and maintenance of the camera shall be the responsibility of the
Information Technology Department with maintenance assistance from the
Building Maintenance Department as needed.

. Security Cameras in use per this policy shall not be utilized to enforce routine
personnel time and attendance matters, however may be used to investigate and/or
prosecute any criminal activity by any person.

. Violations & Penalties
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A. Any person who may violate the terms and conditions of this policy may be
subject to disciplinary action, up to and possibly including termination.

SECTION 302 POLICE DEPARTMENT

302-001: SPECIAL POLICE OFFICERS, POLICY & PROCEDURE
1. Purpose Of Policy:

The purpose of this policy is to establish guidelines for qualifications and training
for Special Police Officers.

2. Policy Statement:

Special Police Officers are part-time intermittent employees who are either
current or former full-time police officers or employees who have successfully
completed the Reserve Basic Training offered by the Massachusetts Criminal
Justice Training Council. Special police Officers generally perform traffic
control at road construction sites or special events such as parades.

3. Qualifications:

¢ High School diploma or equivalent.

¢ U.S. Citizenship

e Possession of a valid Massachusetts Class D motor vehicle operator’s
license.

e Former or current employees as full-time, sworn law enforcement officers
who have successfully completed the Massachusetts Criminal Justice
Training Council (MCJTC) basic training academy or employees who have
successfully completed the Basic Reserve Training offered by the MCJTC>
o Successful completion of the following training on an annual basis:

MCJTC reserve intermittent in-service training
CPR & first aid re-certification

Firearms qualification

Use of force update

e Work involves a constant physical effort. Incumbent must possess the
ability to meet required physical standards. Performance of work involves
standing, walking and driving for long periods of time. Physical agility is
required to access all types of areas. Emergencies require the ability to use
hands and fingers to operate firearms and other police equipment. May be
required to push, climb, stoop, kneel, crawl and reach with hands and arms.
Police officer may be required to physically restrain person(s) during arrests
using standard police procedures. Excellent eyesight with regard to close
vision, distance vision, color vision and depth perception is required to
perform the job.

300-5



o Shall be subject to annual appointment by the Board of Selectmen with
recommendation of the Chief of Police as prescribed in Chapter 309 of the
Commonwealth of Massachusetts Acts of 1997 and M.G.L. Chapter 147,
Sec 13.

SECTION 303 TOWING VENDORS & TOWING REGULATIONS

303-001: PURPOSE

The Town of Walpole shall secure the services of tow companies to handle
emergency and general service towing for the Police Department. These
companies shall be subject to the rules and regulations listed below. The Police
Department shall maintain a schedule to assure that the department has adequate
towing coverage on a regular basis. All tow company facilities, vehicles and
police towing records are subject to inspection by the Walpole Police Department.

303-002: POLICE TOWING APPLICATION PROCESS

Any vendor, whose place of business is within the Town of Walpole, interested in
serving the Town of Walpole Police Department to handle general and emergency
vehicle towing may make application to the Board of Selectmen via written letter
and narrative with said application containing the following:

1. Company name, address, and telephone number(s).

2. Owner name and name of towing manager (if different).

3. Complete listing of equipment owned by the company at time of application
(note: compliance with regulations below is required at time of application.)

4. Description of company including prior towing experience, police towing
experience (if any), and number of years in the towing business.

5. Proposed location of tow/impound storage lot (if different from business
address), and proposed number of vehicles to be stored at any one given
time.

6. Presentation of applicable site plan and/or special permit approvals, if
needed, demonstrating that the proposed location has been authorized for
said use.

7. Copy of property deed (if owned by Company) or lease/rental agreement
from property owner demonstrating that the proposed use has been
authorized for a period of not less than fourteen (14) months from date of
application.

8. Written notarized statement by applicant that he/she has, at time of
application, complied with all regulations listed herein (failure to provide
this statement and/or non-compliance shall be grounds for automatic denial
of application).

9. Completion of Town of Walpole Indemnification & Hold Harmless form.

10. Presentation of valid Workers Compensation insurance certificates, valid
automobile, towing umbrella, and property/casualty insurance certificates
naming the Town of Walpole as an additional insured, and presentation of
certificates of insurance for proposed location(s) of operation and impound.
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11. Presentation of a completed CORI background check for any employee who
may perform Towing services for the Town of Walpole.

12. Presentation of non-refundable application fee of $250.00 via check made
payable to the Town of Walpole.

303-003: POLICE TOWING APPLICATION REVIEW PROCESS

The Board of Selectmen will review applications presented to them, and shall
solicit the input of the Chief of Police, Town Administrator, Finance Director,
Building Commissioner, or other official they deem appropriate. In addition, the
Applicant shall be required to meet with the Town Design Review Team which
shall review the proposed application and make a report to the Board of
Selectmen of its findings.

The decision of the Board of Selectmen to grant or deny an application shall be
based upon a determination of the Board that a public benefit would or would not
exist upon the approval of said application, and that the company and
individual(s) listed in said application are suitable and properly experienced and
qualified to serve the Town’s needs. The vote of the Board shall be final.

The approval of the Board of Selectmen to add any vendor to the Police towing
list shall be deemed a privilege for said vendor and in no way shall be construed
as a right.

303-004: TOW VEHICLE REQUIREMENTS
All tow vehicles utilized by the Walpole Police Department shall:

1. Be equipped with at least one (1) four-wheel drive, dual winching tow truck,
with 14,500 GVWR minimum chassis, dual 8,000 pound winches, a wheel
lift, and equipment for towing motorcycles and two (2) flatbed car carriers,
each 25,500 GVWR minimum, with a winch, minimum 50 feet of winch
cable and an additional 50 feet carried in the vehicle, and a wheel lift for a
second vehicle.

2. Comply with all legal lighting requirements and in addition, shall have
adequate amber lighting capable of 360 degree visibility. The amber
lighting shall be used at all service and towing scenes only.

3. Carry a portable tail and stop light assembly capable of being mounted on
the rear of a towed vehicle. Such portable assembly shall be mounted on
every vehicle towed.

4. Carry a broom, shovel, flares, hydraulic jack, speedy dry, adequate standard

first aid kit, adequate fire extinguisher, pry bar of at least 3 ft. length,
adequate wooden blocks and adequate wire/bolt cutters.
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5. Be maintained in good mechanical condition at all times. Vehicle exterior
shall be presentable and bear the company name on both sides. Magnetic
signage is prohibited, and no vehicle shall display the Town Seal or any
official Town of Walpole markings at any time.

6. Be properly registered, insured, inspected and compliant with both the rules
and regulations of the Registry of Motor Vehicle and the Department of
Public Utilities.

7. Be equipped with two-way radios or other means of communication
between trucks and their base of operation.

303-005: TOW COMPANY AND VEHICLE OPERATOR REQUIREMENTS

All authorized tow companies and tow truck operators shall comply with the
following regulations:

1. Respond to vehicle accidents or remove vehicles from the roadways when a
private call is received from an owner/operator or their presence is requested
by the Walpole Police Department or other duly authorized police agency.

2. Notify the Walpole Police of any accident or vehicle off the roadway prior
to its removal. Vehicles shall not be removed unless authorized by the
Walpole Police or other duly authorized police agency.

3. When on call, be available 24 hours a day, 7 days a week for police towing
and service calls.

4. Be available 24 hours a day, 7 days a week to release vehicles to persons
whose vehicles have been placed in storage by reason of a police authorized
tow.

5. Have tow operators certified through the State-wide Towing Association,
Wreck Masters or other recognized tow operator training program. Tow
companies shall provide the police department with a current list of eligible
operators annually in January and shall include names and drivers license
information. Updated lists shall be provided as operators are added or
deleted. No company shall permit a non-qualified, unlicensed or under-
licensed individual to perform towing services, nor shall any individual
convicted of a felony within the last seven years be authorized to perform
towing services for the Town of Walpole.

6. Respond to and arrive on scene at all police calls within 5 minutes of being
called between the hours of 7 AM and 10 PM, or 10 minutes at any other
times.

7. Not refuse to surrender personal property to rightful owners which is not
part of the internal or external vehicle in question or attached thereto.
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10.

11.

12.

13.

14.

15.

16.

17.

Be responsible for the security of all stored or impounded vehicles by
providing a fenced, secure area with night lighting.

Post a copy of the D.P.U. tow rates in a conspicuous place in the business
and supply the Walpole Police with a copy of such rates.

Notify the Walpole Police before releasing any vehicle stored or impounded
as a result of a criminal charge or investigation. Vehicles shall be released
to the registered owners only, unless otherwise authorized by the police
department.

Maintain records of all vehicles towed and/or stored for the Walpole Police
Department for at least three years. Records shall include: make, model,
color, registration information, from where towed, date and time of release,
to whom released and charges for tow and storage. These records shall be
subject to inspection by the Walpole Police Department during normal
business hours.

Provide tow operators with ANSI approved reflective safety apparel and
ensure that same is worn while engaged in all towing or service operations.
Operators shall at all times be professional, courteous and helpful to police
and those being serviced. Operators shall assist in any scene maintenance as
required by removing ALL debris and refuse from the area.

No tow company shall be directly involved in the towing related business of
any other tow company on Walpole’s list.

Tow companies must maintain a professional, accessible, and clean
establishment.

Each Tow company shall, as a condition of towing privilege, make and take
all necessary precautions and measures to maintain a site appearance and
condition that is free of debris, clutter, discarded items, excess auto parts,
and all other items that would create unsightly conditions. Further, no tow
company shall cause or allow to be caused the retention and/or storage
methods of impound and/or stored vehicles from creating unsightly,
unsanitary, or unhealthy conditions. It is made clear through this provision
that the appearance of a scrap or junk yard, in the determination of the
Board of Selectmen following a report from the Building Commissioner,
shall not be acceptable and may result in the rescinding of towing privileges.

Respond to all requests for towing or service as requested by the Walpole
Police Department.

A town authorized tow company is prohibited from contracting outside help
from another towing company that has NOT been authorized by the Chief of
Police. In the event help is needed, the tow company must notify the Police
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dispatcher that they will require a back up company. The dispatcher will
then contact a back-up company for the town that is on the Town tow list.

18. Must maintain all required forms of insurance, including workers
compensation and automobile & professional liability coverage. The Town
of Walpole MUST be listed as an Additional Insured on all professional and
automobile coverage’s for any tow truck that will or may perform services
within the Town of Walpole. Proof of required insurance shall be provided
to the Board of Selectmen annually not later than January 31 or the vendor
shall be suspended or removed from the Police towing list.

19. Must comply, at all times, and remain in good standing with all applicable
Town by-laws, zoning by-laws, site plan approvals, permit/license
conditions, etc. to remain active on the Police towing list.

20. Must be current at all times with all taxes and fees owed to the Town of
Walpole.

303-007: ANNUAL SERVICE FEE

Following the adoption of this policy, any Police Towing vendor so approved by
the Board of Selectmen shall pay to the Town of Walpole an annual service fee of
two hundred and fifty dollars ($250) payable on or before January 1 annually.

303-008: ENFORCEMENT OF POLICY

It shall be the responsibility of the Walpole Chief of Police or his designee to
enforce all rules and regulations as listed herein. Failure of any tow company or
operator to comply with said regulations, as may be determined by the Chief of
Police, or by the Building Commissioner regarding Sections 303-005 #14 and
#15, shall be deemed sufficient grounds for suspension or removal from the police
department’s tow list by the Board of Selectmen or their designee.
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400

Town Of Walpole
Board of Selectmen

PUBLIC WORKS (ROADS, PARKS & CEMETERIES)

SECTION 401 ROAD AND STREET OPENING PERMIT

In accordance with the regulations of the Board of Selectmen entitled "Street Excavations”
adopted March 19, 1985, by the Board of Selectmen, upon due notice, may from time to time
amend and/or revise rules, regulations and specifications for excavations or digging within the
limits of the public ways of the Town of Walpole and may rule, regulate or specify particulars

RULES AND SPECIFICATIONS
REGULATING
STREET EXCAVATING
TOWN ENGINEER
TOWN OF WALPOLE
MASSACHUSETTS

with respect to any excavation or diggings as aforesaid.

401-001: DEFINITIONS

1.

Permittee, Applicant or Contractor shall mean any person, firm
partnership, association, society, corporation, company or organiza-
tion of any kind that is licensed to undertake street excavation in the
Town of Walpole.

Subcontractor shall mean any person, firm, partnership, associa-
tion, society, corporation, company or organization of any kind,
planning to undertake a street excavation and who is not the actual
Street Opening Permit holder.

Engineer shall mean Town Engineer of the Town of Walpole. He/she may
from time to time delegate certain duties to designees who will
act in the Town's behalf.

Street shall mean:

a. Any Town accepted Street (Public Way)
b. Any Way defined by the Town Clerk as "A Way Used and
Maintained as a Public Way". (MGL 41, SECTION 81L)

Period of Responsibility - Each applicant is responsible for the
satisfactory maintenance of the trench and/or work area for one
year from the date of excavation. If the contractor involved does
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not notify the Engineering Department regarding start of work and
inspections as is required elsewhere in these Rules, he/she may be held
responsible for the trench for a period exceeding one year.

Work covered under a permit issued herein is not considered
"approved for bond release purposes until such time as the one
year Period of Responsibility has expired.

Public Utility- Meaning a company or firm regulated by the
DTE (Department of Telecommunications and Energy)

401-002: EXCAVATION PERMIT

1.

General: The permit will be for each specific excavation only. No generic
permits will be issued. Work must be performed within the time frame
specified and agreed to by the applicant at the time of application. All
time requirements specified and required elsewhere in these Rules and
Regulations (Refer to Section 4 and 5, for example.) must be met.

Permits must be kept at the job site during the work and must be shown, upon
request, to any authorized Town personnel.

Applicability

a. Public Ways- No person shall make any excavation in any Public way as
defined in Section 1-d-1 above without first obtaining a Street Opening Permit
from the Town Engineer's Office, for each specific excavation, except as otherwise
may be provided in these regulations.

b. Ways Certified by the Town Clerk as Maintained by the Town- No
person shall make any excavation in any other Way defined in Section 1-d-2 above
without first obtaining a Street Opening Permit from the Town Engineer's Office,
for each specific excavation, except as otherwise may be provided in these
regulations.

1) The applicant is responsible for obtaining any and all permission
from the private entities involved that own the rights in the way.
Evidence of this permission will be required before a Town of
Walpole Permit will be issued. This evidence will be attached to and
become part of the Permit, if it is approved.

C. Private Ways Private Ways are not covered by these Rules and
Regulations. All permission to excavate and occupy the Way must be obtained
from the private parties involved. The applicant is responsible for obtaining any
and all permission from the private entities involved that own the rights in the
way.

d. State Highways- If a State Street Opening Permit is required due to the
location of the proposed work, it must be obtained by the applicant prior to the
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filing of the application for the Town permit. Upon application for the Town
Street Opening Permit, any and all conditions imposed by MHD will become
attached to and become part of the Town permit if it is so approved.

Form of Application

a. Application form An applicant must submit a completed application
Form

b. Bond- Adequate Bond as per Section 4.0 of these Regulations.
C. Certificate of Insurance, as per Section 5.0 of these Regulations

d. Application fee 1. General Fee of $100.00 per request.
2. Public Utility Fee $75.00 per request

e. Sketch/Plan-A clear concise sketch should be submitted, and at the
discretion of the Town Engineer, a plan appropriately certified by a professional
engineer and land surveyor may also be required.

f. Completeness All applications shall be submitted to the Town
Engineer’s office. The application will not be considered nor acted upon
until all required materials have been submitted and approved.

Term of Permit

a. Routine Excavations: Permits will be issued by the Town Engineer in a
given calendar year during the period April 1 to November 30. The permit is good
for excavation during the calendar period in which it was issued. If the rights
granted in a particular permit are not exercised by November 30, the permit shall
be null and void, and a completely new application filed after April 1 of the next
year. No permit will be allowed to extend to the next calendar season.

b. Non-routine Excavations: During the period of December 1 through
March 30, applications may be made to the Engineering Department for Street
Opening Permits, however, such permit applications shall be considered on a day-
to-day basis only. No long range permits shall be given during this period.
Approval of such permits will take into account, availability of asphalt, CDF,
cement concrete for street patching, ambient weather conditions, snowfall/snow
pack, and in-ground frost.

Excavation Moratorium: 5-Year Moratorium

a. Restriction: Street surface openings will be restricted for a period of "at
least five (5) years” after a new "permanent surface" is laid, except in cases of
extreme emergency. Since modern bituminous concrete surface materials remain
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in excellent condition for many years beyond the aforesaid range and since such
openings are the greatest single contributor to pavement deterioration, utility
companies and contractors will be strictly limited in resorting to this method of
excavating Town streets irrespective of surface age. The Town Engineer may
reject a permit request when such request causes an excavation in a pavement,
which is less than 5 years old.

b. Rejection: If the Town Engineer rejects an application for Street Opening
Permit due to the age of the existing base pavement being less than five years as
specified herein this section, the applicant may appeal to the Walpole Board of
Selectmen.

Grant of Location by Board of Selectmen

a. New or Replacement Utilities: Filing with the Board of Selectmen
will be required for the installation of new or replacement utility mains
conduits or cables within Town ways before a Street Opening Permit may
be approved and issued by the Town Engineer.

b. Selectmen Approval: Evidence shall be provided to the Town
Engineer’s office that such approval has been granted by the Board of
Selectmen. Such evidence shall be attached to, and become part of the
application.

Appeal Procedure

a. Submission: If the Engineering Department denies an application for
Street Opening Permit, due to the age of the road surface being less than five years
old, or any other reason, the applicant may file a request for such permit with the
Board of Selectmen. It is the responsibility of the applicant to present any and all
such materials as is deemed germane to the case to issue the permit.

b. Consideration: Upon receipt of an appeal from an applicant, the Board of
Selectmen as Road Commissioners may hold a hearing/meeting, at which time the
applicant may attend to present his case. The Selectmen may contact the
Engineering Department or any other department it deems necessary for input as to
the suitability of allowing the excavation.

C. Decision: The Selectmen will deliberate the merits of each case on an
individual basis, and after due consideration, may uphold the decision of the
Engineering Department, or instruct the Town Engineer to issue the Street
Opening Permit, together with any and all conditions they deem appropriate.

401-003: APPLICATION FEE

At the time of application, a $100.00 minimum charge must be paid by the applicant. This
charge is in addition to any charges assessed by any other Department, Board or Agency.

401-004: PERFORMANCE GUARANTEE
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General
No Street Opening Permit shall be issued until a proper Bond has been submitted
and accepted.

The Town requires an Opening be covered by the Bond for one full year from date
of completion of work.

The Town will not accept cancellation notices on bonds submitted by an applicant
for a permit for which the One Year Period of Responsibility has not expired.
Coverage must remain in full force for the total One Year Period. It is the
responsibility of the applicant to ensure coverage is maintained.

Form of Bond

a. Surety Bond A satisfactory bond of a surety company authorized to do
business in the Commonwealth of Massachusetts conditioned substantially that the
applicant shall guarantee the faithful and satisfactory performance of the work in
all respects, and shall replace or restore that portion of any street, highway, way or
road in which said applicant, his employees or agents shall make such excavation.

b. Bank Deposit. In lieu of a bond issued by a surety company, an applicant
may post a performance guarantee secured by a bank deposit (See Attachment 3
for sample form of agreement which should be used.) Should the applicant desire
to provide this form of Surety, a request must be made to the Board of Selectmen
The Town Engineer will be responsible for supplying the applicant with the data
that will be needed to complete the chart on page 2 of Attachment 3. Also, as
provided for in Attachment 3, the Board of Selectmen may, upon request from the
applicant, reduce the deposit amount of the bank account for each stage of work
completed. The Town Engineer, upon request from the Board of Selectmen, will
be responsible for inspection of the work and for documentation of the amount of
bank deposit reduction applicable.

Amount of Bond

a. Minimum Amount Each applicant shall present a bond, in the appropriate
form as defined in Section 4-b above, in the minimum sum of ten thousand
dollars ($10,000.00).

b. Increase in Bond Amount The Town Engineer in his sole discretion, may
require a bond in an amount greater than that stated above, if in his consideration
the scope of the work requires a larger amount.

C. Coverage for Multiple Permits Additionally, the Town Engineer, may
accept one bond for multiple excavations if the total value of work does not exceed
the amount of the bond posted. In such case, the bond must be increased to cover
the value of the work outstanding.
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Deficiencies in Work Performed

The instrument must be so written so as to allow the Town of Walpole to perform
work deemed necessary by the Town Engineer to correct any deficiencies and all
costs incurred by the Town may be applied against the Performance Bond if they
are not recovered after billing to the Permittee. Public Utility Companies, State
and Federal Agencies are exempt from this section. The Town will give the
Permittee eight (8) hours notice to make the necessary repairs.

401-005: INSURANCE

1.

General

The Contractor shall not commence work until all insurance required has been
obtained and until copies of policies and certificates thereof are submitted to the
Engineering Department. The insuring company or agent shall deliver to the
Engineering Department, certificates of all insurance required on a form signed by
an authorized representative of the insurance company and stating that all
provisions of the specified insurance requirements are satisfied.

Such insurance shall protect the Town of Walpole, its agents, elected and
appointed officials, commission members, employees, against liability, loss or
expense on the account of damaged property (including loss of use), injury to or
death of any person or persons and for care and loss of services arising in any way
out of or in connection with or resulting from the work or service performed on
behalf of the Town of Walpole.

The Contractor shall provide insurance to cover operating hazards during the
period of placing the facility in operation and during testing, and until such times
as the facilities are completed and accepted for operation by the Town and written
notice of that fact has been issued by the Town.

Approval of the insurance by the Town shall not in any way relieve or decrease the
liability of the Contractor hereunder. It is expressly understood that the Town does
not in any way represent that the specified limits of liability or coverage or policy
forms are sufficient or adequate to protect the interest or liabilities of the
Contractor.

All responsibility for payment of any sums resulting from any deductible
provisions, corridor, or self-insured retention conditions of the policy or policies
shall remain with the Contractor.

Insurance Certificates shall be provided in the name of the permit applicant only.
Any subsequent agreements between said applicant and a subcontractor engaged
by him/her shall be considered a private matter, as the Town considers all issues

having to do with obtaining the permit and performance of the work the
responsibility of the permit holder.
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The Town Engineer may at any time cancel or suspend permits (licenses) for
cause. Cancellation of insurance endorsement automatically cancels permit.

Insurance Summary - It is a condition of this ordinance that the insurance policies
waive any and all government immunity as a defense in any action brought against
the insured or any other party.

Term of Insurance

All insurance policies shall contain a provision that the coverage afforded shall no
be canceled or non-renewed, nor restrictive modifications added, until at least 30
days prior written notice has been given to the Town, unless otherwise specifically
required in contract documents.

It is the responsibility of the applicant to ensure that his/her insurance coverage
remain in full force for the entire One Year Period of Responsibility. If the policy
submitted by an applicant expires before the expiration of the One Year Period,
he/she must present the Town Engineer with a new Certificate of Insurance
covering the remainder of the One Year Period.

It shall be the sole responsibility of the Permit Holder to submit and maintain the
proper insurance. Failure to do so may result in denial of future permits.

Excess Liability Policy

The Contractor may, provide the limit of liability as set out above by a
combination of the above described policy forms, including an Umbrella
or Excess Liability Policy. The Excess or Umbrella must provide
coverage on at least a following form basis. The coverage provided under
this type of policy must be approved by the Town Engineer , who may
contact the applicant’s insurance agency for approval, prior to issuance of
the Street Opening permit.

Self-Insured Utility Companies

Utility companies that are self-insured must present a certificate or document
proving their financial responsibility in at least the minimum limits as are herein
described.

Worker’s Compensation and Employer’s Liability Insurance

The Contractor agrees to comply with Workers' Compensation Laws of the State
and to maintain a Workers' Compensation and Employer's Liability Policy. This
policy shall be endorsed to provide All States Coverage, Voluntary Compensation
Coverage, the policy will also include coverage for United States Longshoremen's
and Harborworkers' coverage. No Street Opening Permit shall be issued until a
proper Certificate of Insurance has been submitted for the applicant, their
subcontractors.

Should a Permit applicant believe he/she is not required to provide Worker’s
Compensation insurance by statute, he/she will be required to so certify and
stipulate to such status on an approved form of Affidavit. Before any Street
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10.

11.

12.

opening permit is approved for such an applicant, the Town Engineer shall verify
this status with the appropriate State Agency.

Commercial General Liability Insurance

The Contractor shall provide Commercial General Liability Insurance, including
coverage for Broad Form Property Damage, Blanket Broad Form Contractual
Liability, explosion, collapse, underground facilities, and products and completed
operations for a minimum of one year after acceptance of the work. Any renewal
certificates shall be filed with the Engineering Department.

Business Automobile Policy
The contractor shall provide a Business Auto Policy providing liability insurance
which shall include coverage for all leased, owned, non-owned and hired vehicles.

General Indemnity

The Contractor shall indemnify, defend and save harmless the Town of Walpole,
its appointed or elected officials, commission members, employees, agents and
each of them for any and all suits, actions, legal or administrative proceeding,
claims, demands, damages, liabilities, interest, attorneys fees, costs and expenses
of whatsoever kind or nature, whether arising before or after final acceptance and
in any manner directly or indirectly caused, occasioned or contributed to in whole
or in part by reason of any act, error or omission, fault or negligence whether
active or passive by the Contractor, or any one acting under its direction, control of
on its behalf in connection with or incident to its performance of the Contract.

Property Damage Liability

This shall include damage to property caused by explosives and blasting, or by
vehicles or equipment, or on account of trenches or from any other cause. The
Town Engineer may, in his sole discretion, require increased limits of insurance
for property damage.

Coverage for Hazards

Policies submitted to the Town must include coverage for explosion, collapse or
underground hazards (XCU) and this must be so stated on the Certificate of
Insurance.

Additional Insured
The Town must be named as an additional insured and this must be so shown on
the Certificate of Insurance.

Schedule Of Required Contractor Insurance

Prior to the start of the Contractor’s work, the Contractor shall procure for
the Contractor’s work, and maintain in force with companies licensed to
sell insurance in Massachusetts the following:

a.Worker’s compensation and employers liability insurance
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b. Commercial general liability insurance including contractual
liability to cover the contractor indemnification obligation.
Completed operations coverage to continue in force for 2 years
beyond completion of work for the Town.

c.Automobile liability insurance on all owned, leased, hired and non-
owned vehicles.

The Town shall be named as additional insurers on all of these policies
except for worker’s compensation. The additional insured endorsement
shall limit that status to the acts or omissions of the Contractor, or the acts
or omissions of any party for whom the contractor is responsible.

All insurance shall be maintained with limits of liability not less than the

following:
Coverage Limits

Worker’s Compensation Statutory

Employer’s Liability $100,000 each accident
$100,000 each employee — Disease
$500,000 policy limit — Disease

Commercial General Liability $2,000,000 general aggregate with
a per location endorsement
$1,000,000 per occurrence
$1,000,000 aggregate, completed

Operations $1,000,000 personal injury

Automobile Liability $1,000,000 per occurrence

The Contractor shall maintain in effect all insurance coverage required
under this agreement at the Contractor’s sole expense and with insurance
companies acceptable to the Town.
Refer to Attachment 2 for sample form.
401-006: START OF WORK AND INSPECTIONS
Work shall start as near to the starting date, as specified in the permit, as possible. A
minimum seventy-two hour (72) hour notice to the Town Engineer prior to start of work is

required. In areas defined below as “critical areas”, a longer notice may be required.

Critical areas are considered to be street intersections, material routes and streets within the
Town shopping areas. Streets considered as arterial routes are:
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Washington Street, Common Street, Summer Street, West Street, Route 27, Old Post Road,
North Street, Front Street, Kendall Street, Short Street, Union Street, East Street, Stone Street,
Coney Street, Pleasant Street, Fisher Street, Main Street, High Plain Street, Winter Street,
Water Street, Plimpton Street, Bullard Street and Mylod Street.

All trenches, excavations, and utility installations for which a Street Opening Permit is
required and for which one is granted, must be inspected by the Town Engineer or his
designate before any part of the work is backfilled. It is the responsibility of the applicant to
properly notify the Engineering Department. If the trench is not properly inspected, the
Engineering Department reserves the right to require the applicant to re-excavate all or a
portion of the work.

Not properly notifying the Engineering Department as is herein described may result in the
Contractor being held responsible for the trench for a period longer than one year. Such a
failure may also result in further permits being delayed or denied.

If in the judgment of the Town Engineer, traffic conditions, the safety or inconvenience of the
traveling public, or the public interest require that the excavation work be performed as
emergency work, the Town Engineer shall have full power to order that a crew of men and
adequate facilities be employed by the permittee to the end that such excavation work may be
completed as soon as possible.

401-007: EMERGENCY ACTION

Nothing in these rules shall be construed to prevent the making of such excavations as may be
necessary for the preservation of life or property or for the location of trouble in conduit,
cable, or pipe, or other buried structure or appurtenance,. The entity making such excavation
shall apply to the Town Engineer for such a permit on the first working day after such
emergency work is commenced.

The person engaged in emergency action shall notify the Town Engineer and/or Police
Department, Dig Safe, and the Public Utility companies at the start of the emergency work.

401-008: TRAFFIC SAFETY

The permittee shall take appropriate measures to ensure that during the performance of the
excavation so far as is practicable, normal traffic conditions be maintained at all times,
causing as little inconvenience as possible to the occupants of abutting property and to the
general public.

The permittee, where possible, shall maintain safe crossings for two lanes of vehicular traffic
at all public intersections, as well as safe crossings for pedestrians at intervals of not more
than three hundred feet. If any excavation is made across a public way, it shall be made in
sections to ensure safe crossing for both vehicles and pedestrians.

If the way is not wide enough to hold the excavated material for part-time storage and still
allow safe passage of traffic, the material shall be immediately removed from the location.
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The Traffic Safety Officer may permit the closing of streets and walks to all traffic for a
period of time prescribed by him if, in his opinion, it becomes necessary. If a street is so
closed, it is the applicant's responsibility to notify the Police, Fire and School Departments,.

Warning signs shall be placed at sufficient distance from the construction operation to alert all
traffic coming from both directions. Cones or other approved devices shall be placed to
channel traffic, all in accordance with any requirements of the Traffic Safety Officer.

Warning signs, lights, and other precautions as may be necessary for the purpose, unless
specified by the Town Engineer, shall conform to the latest requirements and practices of the
Massachusetts Department of Public Works. All costs incurred, including those for traffic
warning signs, barriers, flagman, policeman, etc. shall be fully borne by the permittee.

Each applicant must obtain the signature of the Traffic Safety Officer or his designated
alternate on permit application in the space provided. This signature will indicate that the
Traffic Safety Officer has reviewed the permit application and has indicated in writing on the
application whether or not the location of the proposed excavation requires a policeman be on
duty for traffic safety. The applicant must understand that it is the Traffic Safety Officer and
not the applicant himself that will request the presence of uniformed officer.

401-009: ACCESS TO VITAL STRUCTURES

The excavation work shall be performed and conducted so as not to interfere with access to
fire hydrants, fire stations, fire escapes, water gates, underground vaults, catch basins, or any
other vital public necessity as designated by the Town Engineer or his/her designee.

401-010: RELOCATION AND PROTECTION OF UTILITIES

The permittee shall not interfere with any existing utility without the written consent of the
Town Engineer and the owner of the utility. If it becomes necessary to relocate an existing
utility, this shall be done by its owner and the cost of such work borne by the permittee. The
permittee shall inform itself as to the existence and location of all underground utilities and
protect the same against damage. The permittee shall adequately support and protect by
timbers, sheeting, etc., all pipes, conduits, poles, wires, cables or other appurtenance which
may be in any way affected by the excavation work, and do everything necessary to support,
sustain and protect them under, over, along or across such work area. In the event any of said
pipes, conduits, poles, wires, cable or appurtenance be damaged, and for this purpose pipe
coatings or outer encasements or similar type protective devices are to be considered as part
of a sub-structure, such damage shall be repaired by the agency or persons owning them and
the expense of such repairs borne by the permittee. The permittee shall be responsible for any
damage done to any public or private property by reason of the breaking of any water pipes,
sewer gas pipe, electric conduit or other such similar type appurtenance.

401-011: NOTIFICATION TO PUBLIC UTILITY COMPANIES
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The permittee shall in accordance with the General Laws of the Commonwealth of
Massachusetts, currently in effect, give notice to public utility companies before making
excavation in a public way.

401-012: DIG SAFE

A valid "Dig Safe" number shall be obtained for each application. No application will be
accepted without it.

It will be the applicant's responsibility to comply with all Dig Safe rules, regulations and
guidelines

401-013: PROTECTION OF ADJOINING PROPERTY

The permittee shall at all times and at his own expense preserve and protect from injury any
adjoining property by providing proper foundations, and by taking such other precautions as
may be necessary for the purpose. The permittee shall, at his own expense, shore up and
protect buildings, trees, walls, fences or other property likely to damage during the process of
the excavation work and shall be responsible for all damage to public or private property or
highways resulting from its failure to properly protect and carry out said work. The permittee
shall not remove, even temporarily, any trees or shrubs which exists in planting strip areas
without first obtaining the consent of the Town Engineer or his designee (See Chapter 87,
Section 5-Cutting Trees.

The following policy will be adhered to in the case a tree is destroyed by the permittee or a
tree is authorized for removal by the Town Engineer. "All tree stumps and debris resulting
from the work shall be removed from the location™.

"A replacement shall be made by the permittee for each tree removed or destroyed with a
minimum caliper of 2-1/2 inches or greater; the species and place of relocation to be
designated by the Tree Warden planted in place and it must be balled and burlapped”.

"The permittee shall deliver to the Town Engineer a bonafide order, placed with a recognized
established nursery before installing the authorized trees. The order shall include in it a
statement that the size and species required will be in accordance with "USA Standard for
Nursery Stock™ and that planting will be done in accordance with the applicable provisions of
"Massachusetts Department of Public Works Standard Specifications™.

*ALL PROTECTIVE WORK CARRIED OUT OR DEEMED NECESSARY AFFECTING
BUILDINGS MUST BE APPROVED BY THE BUILDING INSPECTOR

For roadside planting the following type trees will be acceptable subject to approval by the
Tree Warden as to which specific species is best for the location where the tree is planted:
Norway Maple, Sugar Maple, Crimson King Maple, European Linden or approved equal.

In certain areas of the Town, ornamental trees, such as Flowering Crab, European Mountain
Ash, Japanese Flowering Cherry, Moraine Ash and Washington Hawthorne are acceptable as
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replacement trees. These trees are purchased by height and not by caliper and must be balled
and burlapped.

They must conform to the following minimum heights: 5'-6' Flowering Crabs and Flowering
Cherries, and 6'-8', Moraine Ash, European Mountain Ash and Washington Hawthorne. In
areas under utility wires, the tree replacement policy will be governed by the latest Boston
Edison Company edition "Trees in Your Community" a copy of which is available in the
Town Engineer's Office.

401-014: PROTECTIVE MEASURES

It shall be the duty of every person cutting or making any excavation in a street to place and
maintain such barriers and warning devices necessary for the "Public Safety" as may be
required by the Town Engineer immediately following said excavation.

Barriers shall meet the requirements of the Town Engineer. Warning lights shall be flares,
torches, lanterns, electric markers or flashers and used to indicate the hazard to traffic from
sunset of each day to sunrise the next day. Lanterns shall have clear, red or ruby globes.
Electric markers or flashers shall emit light at sufficient intense and frequency to be visible at
a reasonable distance for safety. Reflectors or reflecting material may be used to supplement,
but not replace, light sources. The type of warning lights to be used in any particular location
is subject to the approval of the Director. Flares or lanterns should be used on all single or
small excavation within pavement lines.

401-015: EXCAVATED MATERIAL

All material excavated shall be removed from the site, except in such cases as the material is
deemed suitable for backfill by the Town Engineer. Any material excavated and deemed
unsuitable for backfill shall be both removed and replaced with suitable material at the
permittee's expense. It is the sole responsibility of the applicant to remove and dispose of all
excess material at a legally approved site.

401-016: CONSTRUCTION MATERIALS AND EQUIPMENT

Construction materials and equipment on the site shall be limited in quality and space
occupying area so as to not unduly hinder and block the way.

401-017: DUST AND CLEAN-UP

As the excavation work progresses, all ways shall be thoroughly cleaned of all rubbish, excess
earth, rock and other debris. The permittee shall take necessary precautions to prevent and
avoid dust and to keep the ways clean each day. All clean operations shall be accomplished at
the expense of the permittee and shall be carried out to the satisfaction of the Town Engineer
or his designee.

401-018: PROTECTION OF GUTTERS AND BASINS
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The permittee shall maintain all gutters free and unobstructed for the full depth of the adjacent
curb and for at least 3' in width from the face of such curb at the gutter line. Catch basins
shall be kept clear and serviceable.

The permittee shall make provision to take care of all surface water, mud, silt, residue or other
run-off pumped or removed from excavations and shall be responsible for any damages
resulting from his failure to so provide.

401-019: HOURS OF OPERATION

Each permittee shall conduct and carry out excavation work in such a manner as to avoid
unnecessary inconveniences and annoyance to the general public and occupants of
neighboring property. During the hours from 8:00 P.M. to 7:00 A.M., he shall not use, except
with the express permission of the chief of Police, or in case of an emergency as herein
otherwise provided, any tool, appliance or equipment producing noise of sufficient volume to
disturb the sleep or repose of occupants of the neighboring property.

401-020: TRENCHES

The maximum length of open trench permissible at any time shall be in accordance with
existing normal municipal standards or as may be specified by the Town Engineer or his
designee. No greater length shall be open for pavement removal, excavation, construction,
backfilling, patching and other operations without the written permission of the Town
Engineer.

401-021: PROMPT COMPLETION OF WORK

After an excavation is commenced, the permittee shall prosecute with diligence and
expedition all excavation work covered by the excavation permit and shall promptly complete
such work and restore the way to its original condition or as near as may be, so as not to
obstruct the way or travel thereon more than is reasonably necessary.

401-022: BREAKING THROUGH PAVEMENT

The use of hydro-hammers or heavy duty pavement breakers for breaking pavement are
limited on all streets unless written permission is granted by the Town Engineer for their use
after due consideration of the location, the condition of the street and the depth of saw cutting
required ahead of the use of the hammers.

Approved cutting of bituminous pavement surface ahead of excavation is required to confine
pavement damage to the limits of the trench. Asphalt surfaces may be cut but pneumatic
means (jackhammering) before excavation. However, after backfilling operations are
complete, the trench shall be neatly saw cut back a minimum of 12 inches to form a smooth
edge.

Sections of bituminous or cement concrete sidewalks shall be removed to the nearest scoreline
or approved saw cut edge.
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Unstable pavement shall be removed over cave-outs and over breaks and the subgrade shall be
treated as the main trench.

Pavement edges shall be trimmed to a vertical face and neatly aligned with the center line of
the trench.

Cut-outs outside of the trench lines must be normal or aligned parallel to the center line of the
trench.

Generally excavations shall be made in open cut. Tunneling will be allowed by special
permission of the Town Engineer. Trenches and excavations shall be braded and sheeted
when necessary as required by OSHA specifications.

Before the permittee files an application for Street Opening Permit, he must confer with the
Dig Safe, and obtain a Dig safe number to indicate that a request for underground mark outs
has been made. In addition, calls should be made to the Engineering Department, and Water
and Sewer Division for sewer, water, and drain mark outs, as appropriate to the particular
location proposed for excavation. All safeguards such as lanterns, barriers, and signs shall be
maintained at all times by the permittee (licensed installer) while the work is in progress.

401-023: BACKFILLING

The trench in the street must be filled the same day it is opened unless the applicant is
otherwise directed by the Town Engineer or his designee. The trench shall be backfilled to
existing line and grade to accommodate the thickness of asphalt required. Refer to the
Typical Street Replacement trench detail on the Town of Walpole Typical Detail Sheets

The permittee shall maintain the surface of the trench and shall promptly replace or fill with
similar material any depression, dip, pothole or other defect that appears during the period of
responsibility.

Trenches shall be backfilled in 12" lifts from the bottom of the excavation. Each lift shall be
thoroughly compacted by means of a vibratory or mechanical compactor before the next lift is
laid in place. A compactor must be on site at all times. If the Town Engineer finds, upon
inspection of the site, that a compactor is not present, the excavation may immediately be shut
down and the permit revoked. Bituminous concrete, cement concrete, sticks, logs, metal,
loam, organic materials, etc. shall not be used as backfill. When, in the opinion of the Town
Engineer, the excavated material is not available as backfill, it shall be removed from the site
and the trench shall be backfilled with approved bank run gravel. The compaction requirement
shall be strictly enforced.

Puddling of trenches will not be allowed, unless prior authorization is obtained from the
Engineering Department.

When the conditions warrant, in the judgement of the Town Engineer or his/her designee,
CDF, or “Flowable Fill” may be required as trench backfill material. Potential conditions
include but are not limited to: location of excavation on a heavily traveled street, lateness of
the construction season, existing trench material is unsuitable for backfill use. Mix
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specifications for this material shall be obtained from the Town Engineer, but will generally
follow that required by the Massachusetts Highway Department.

401-024: TEMPORARY PAVEMENT RESURFACING

If temporary resurfacing is to be placed due to location of work, time of year, or other
applicable reason, the temporary pavement shall be plant mixed hot asphalt as produced in
accordance with the Standard Specifications of the Massachusetts Department of Public
Works and is to be a minimum of one and one half inches thick. Temporary resurfacing that
is to be left over the winter months shall be a minimum of three inches thick.

As soon as is consistent with the final permanency of the work, or as required by the Town
Engineer, the temporary pavement shall be excavated to the required grade in order to place
the permanent bituminous concrete pavement.

401-025: RESTORATION OF PERMANENT PAVING

All permanent paving shall be done in accordance with the specifications of the Town
Engineer of the Town of Walpole by and at the expense of the permittee.

The permittee shall remove and acceptably dispose of all excavated material before
proceeding with the remainder of the work and shall thoroughly compact the surface of the
sub-base. Any broken or irregular edges of existing pavements shall be cut away in straight
lines as directed leaving a sound vertical face at least twelve inches back from the edge of the
existing pavement.

The bituminous concrete base and top shall be laid and rolled in two courses. The binder
(base course) shall be two inches in depth and the top course shall be one and one half inches
in depth. The base course of the permanent pavement shall be placed and carefully raked to a
minimum surface and thoroughly rolled to the required thickness. Before placing the base
course of the permanent pavement, the edge of the original bituminous surfacing shall receive
an application of approved asphalt emulsion so that the new pavement material may be
properly bonded to the old. The top course of the permanent paving shall be placed to a grade
that will match the existing bituminous surface after rolling.

The permanent paving shall not overlap the existing pavement and will not have to be applied
with a mechanical spreader unless otherwise directed.

The permittee shall furnish, place, grade, and compact Bituminous Concrete Pavement of
Class I, Type I-1 as shown and specified in the latest Massachusetts State Department of
Public Works Standard Specifications for Highways and Bridges.

Under certain circumstances where trenches are considered extensive it may be required, upon
completion of patching trenches, to overlay the affected area for the full width of roadway and
at least 30 ft. beyond the affected area with one inch of dense graded bituminous concrete.

Curb to curb overlays 15 feet either side of the trench will be required for pavements which
are less than five years old and for other pavements which are void of cracks, potholes,
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patches, and are in good condition, in the opinion of the Town Engineer. The Town Engineer
shall, in all cases, have the sole discretion as to the restoration of the pavement.

If, upon excavation of the trench, it is discovered that existing pavements thickness is greater
than the replacement thickness herein specified, the Town Engineer reserves the right to
require the applicant to match the existing thicknesses when the trench is repaved.

The Town Engineer may, at his discretion, require a roadway surface be given infrared
treatment, if he determines it is warranted by the age or condition of the roadway surface.

All sidewalks dug through shall be carefully patched after backfilling. A bituminous concrete
sidewalk shall be squared off and patched with the same material and rolled so as to provide a
continuous smooth surface. Cement concrete sidewalks shall be repaired by making a new
concrete block or blocks through which the trench passes. Preformed expansion joints, when
deemed necessary, will be installed against buildings, walls, steps, foundations or existing
concrete blocks. The new cement concrete square shall be made of Air Entrained Class "A"
(3500 Ib.) mix or better and be matched in color with the remaining sidewalk as nearly as
possible. All concrete must be cured by covering with material in accordance with the best
known concrete curing procedures. All walks shall be laid over a minimum of 12 inches of
well compacted gravel cement concrete shall be treated with silicone or linseed oil sealer for
salt damage prevention. The permittee shall be responsible for repairing any damage done to
public utilities, (water, sewer, gas, electric, telephone, etc) or to Town trees, shrubs, poles or
signs which may be disturbed or damaged while doing the work or account thereof. The
permittee shall be responsible for the maintenance of the street opening excavation trench for
one year after the data of completing the installation except where such maintenance is made
necessary by the act or neglect of another.

401-026: CEMENT CONCRETE PATCH PAVING

All restoration of cement patch paving areas shall be done at the expense of the permittee and
must meet the specification of the Town Engineer.

In instances when an open cut is permitted, provisions for patching will require wherever
practical, that a six inch reinforced or precast concrete slab be laid over the backfilled trench
extending one foot beyond either side of the edge of surface and allowing for a three inch
Bituminous Concrete Type I-1 surface all as shown on the Town of Walpole Typical Trench
Detail.

When approved, the concrete slab may be cast-in-place conforming to Massachusetts
Standard Specifications for Class "F" Cement concrete and additionally, shall be High-Early
Strength. The slab shall have steel reinforcing for tensile strength placed in accordance with
good engineering practices. The permittee must place temporary heavy duty steel plating
adequate to carry heavy traffic over the trench area until the concrete is sufficiently cured.

Consideration may under certain limited conditions be given to the elimination of the concrete
patch, allowing underground utility installations to be made where the permittee agrees to
replace foundation and base material in kind, and to satisfactorily maintain a permanent (plant
mixed hot-asphalt) bituminous concrete Type I-1 patch for a period of one year except at
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which time the original permanent patch with approved material. In this case, a specific bond
may be required to insure the continued maintenance of the permanent (temporary) patch, and
the construction of the permanent patch at the end of the one year period.

401-027: RESTORATION OF PAVEMENT MARKING

All permanent paving markings (crosswalks, traffic center lines etc.) that are obliterated or
damaged during construction shall be repainted by or under the direction of the Town
Engineer of the Town of Walpole at the expense of the permittee.

401-028: RESTORATION OF GRASS PLOTS/LOAM STRIPS/OTHER DISTURBED
AREAS

Upon completion of excavation, all grassed areas, loam strips , and any other disturbed areas
within the Town way shall be restored with sod or loam and grass seed.

The One Year Period of Responsibility also applies to these surfaces.

401-0029: TO PUBLIC UTILITY COMPANIES

Any Public Utility Companies subject to regulation by D.T.E. (Department of
Telecommunications and Energy) shall be subject to all applicable provisions of D.T.E. 98-
22, “Standards to be Employed by public utility Operators when Restoring any of the Streets,

Lanes and Highways in Municipalities (Standards)”., as they pertain to Street Openings in the
Town of Walpole

401-0030: ATTACHMENTS
The following attachments are incorporated and made part of these Rules and Specifications.
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TOWN OF WALPOLE
PERMIT TO WORK WITHIN A PUBLIC WAY

(DATE) (PERMIT NO.
(CONTRACTOR'S NAME) (DIG SAFE NO.)
(STREET ADDRESS) (TOWN)  (ZIP CODE) (TELEPHONE NO.)

Fhhhhkhkhkkkhkhkhkhhhhhkhkhkhkhkhhrrrhirhkhkhhhirrrhihhhhhirrhirihkhhhiiirix

FOR EMERGENCY REPAIRS AFTER HOURS

(NAME) (TELEPHONE NO.)
(LOCATION OF WORK) (NATURE OF WORK)
(PROJECTED START/FINISH DATES) (ACTUAL START/

FINISH DATES)

(POLICE DETAIL REQUIRED) (YES OR NO)

(SIGNATURE OF TRAFFIC SAFETY OFFICER)

(GRANT OF LOCATION ISSUED BY BOARD OF SELECTMEN) (YES OR N/A)

(PERMIT APPROVED BY THE ENGINEERING DEPARTMENT) (DATE)

(INSPECTED BY) (DATE)

khkkkhkhhhhhkhkhkhkkhkhhhhhhhkhkhkhkhhhrrhhhhkhkhkhhirrhhhhkhkhhiiirhiihkhkhiix

The applicant, whose signature appears above, indicates acceptance of the required compliance with
the rules and regulations governing street excavations. A seventy-two (72) hour notice to the
Engineering Department before the start of said excavation is required.

400-19



Attachment 3

AGREEMENT FOR
PERFORMANCE SECURED BY BANK DEPOSIT
(Street Opening Permit)

(date) , 20
Walpole, Massachusetts

AGREEMENT made this date between the Town of Walpole acting by and through its Board of

Selectmen, (name of Applicant) of (address of

Applicant) (“the Applicant”), and (name of Bank) , to secure the
Applicant’s performance under a Street Excavation Permit issued to Applicant on (date)
for work in (name of Street) , a public way in the Town of Walpole.

KNOW ALL MEN by these presents that the Applicant hereby binds and obligates himself, his,
or its executors, administrators, devisees, heirs, successors and assigns to the Town of Walpole, a
Massachusetts municipal corporation, acting through its Board of Selectmen, in the sum of
dollars, and has secured this obligation by a deposit in an
Interest Bearing Account with the Town Treasurer of the above sum of money, represented by
(name of Bank) (“Bank”) , Account No. issued in the name of the Town of
Walpole, said sum to be used to insure the performance by the Applicant of all conditions,
agreements, terms and provisions contained in the following:

(@) The Application for a Street Opening permit, dated .20

(b)  Town of Walpole Rules and Specifications Regulating Street Excavations; and

(c)  Other document(s) specifying construction to be completed, namely:

This agreement shall remain in full force and effect until the Applicant has fully and
satisfactorily performed all obligations specified herein, and for a period up to and including one
full year from the date of final, satisfactory completion of the work, as determined by the Board
of Selectmen.

All monies held pursuant to this agreement are to be set forth in a specific line item and shall be
used for the purposed of the work to be completed under this agreement.

Upon satisfactory completion (As determined by the Board of Selectmen) by the
Applicant of specified stages of work as specified in the following schedule, the Board of
selectmen shall release to the applicant the portion of funds which is being held for that stage of
work:, said amount to be released at completion of the work will be equal to 80% of the value of
the Stage:
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Stage of Construction Total Value Amount to be Date When Restoration Or

Restoration to be of Stage Released Upon or Construction is to be Completed. Completion
of Stage Completed

(1)
)
)

At the end of one year from the date of final, satisfactory completion by the Applicant of
all obligations as specified herein, all remaining funds contained in the bank deposit shall be
returned to the Applicant by the Town and this agreement shall become void. In the event the
Applicant should fail to satisfactorily complete any stage of the work specified in this agreement
within the time period herein specified, or in the event the completed work shall be determined by
the Town Engineer to be deficient in workmanship or materials within one year of the
completion, the funds on deposit in the account,, including any accrued interest, may be applied
in whole, or in part, by the Board of Selectmen for the benefit of the Town of Walpole to the
extent of the reasonable cost to the Town of completing and/or correcting defects in such work.
The Town will provide the interested parties with any Notices of Delay or Defective work..

The Applicant agrees that all costs and expenses, including but not limited to court costs
and reasonable attorney’s fees, incurred by the Town of Walpole in enforcing any of the
Applicant’s obligations hereunder or in exercising or enforcing the Town’s rights hereunder shall
be chargeable to, and secured by, the deposit it the account.

There shall be no amendments to this agreement and/or to the amount of security retained
hereunder, unless such amendment is in writing, signed by all parties to this agreement.

IN WITNESS WHEREOF we have hereunto set our handle this day of
, 20

(Signature of Applicant)

NOTE:If the Applicant is a corporation, a copy of the certified vote of the Board
of Directors granting authorization for the above individual to sign this agreement must
be submitted with the form unless the President and Treasurer of the Corporation sign the
form.

Signature of Authorized Representative of the

BANK

TITLE OF BANK REPRESENTATIVE
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NOTE:A corporate certificate of authority from the bank granting authorization
for the above individual to sign this agreement must be submitted with this form.

Signatures of a Majority of the Board of Selectmen
Of the Town of Walpole

COMMONWEALTH OF MASSACHUSETTS

Norfolk, County, SS. , 20

Then personally appeared before me the above-name
and acknowledged the foregoing instrument to be his/her/the __(name of Corporation)  free act
and deed.

(Signature of Notary Public)

My commission expires on , 20

COMMONWEALTH OF MASSACHUSETTS

Norfolk, County, SS. , 20

Then personally appeared before me the above-name
and acknowledged the foregoing instrument to be his/her/the __(name of Corporation)  free act
and deed.

(Signature of Notary Public)

My commission expires on , 20
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SECTION 402

CURB CUT POLICY

402-001: PURPOSE

In order to maintain safety and welfare for all motor vehicle operators, pedestrians and the
General public, the Town of Walpole adopts the following ordinance, as revised June 2008,
regarding the construction of driveways which enter upon and/or exit from Town accepted

public ways,
ways where the

ways being constructed under the subdivision control law, and any other
Town of Walpole may have control.

402-002 DEFINITIONS

ACI:
AAB:
ADA:

Curb Cut:

Curb Cut Permit:

Curb Cut Width:

Driveway:

Driveway Apron:
Grass strip:

Right of Way:

Roadway:

Street:

American Concrete Institute
Architectural Access Board
Americans With Disabilities Act

A designated opening at the edge of a roadway used for the purpose of
accessing a driveway or wheelchair ramp etc.

A permit issued to an applicant for the purpose of accessing an existing
public way, a proposed public right of way, or any other way the town ahs
control of , from a driveway. A Curb Cut specifies

the location, width, and construction standards of a driveway apron,.

The linear amount of curb that is removed to construct a driveway. In the
absence of curbing the width is defined as the width of a driveway at the
gutter line as determined by personnel from the Town of Walpole
Engineering Department.

A vehicular way leading from a street, Right of Way or other thoroughfare
to a building, house, garage, parking area, etc.

That portion of a driveway located in a Right of Way.

A vegetated strip of land between a roadway and sidewalk

A strip of publicly or privately owned land used for access and
transportation. The limits of the Right of Way generally include a
roadway, a grass strip if any, and a sidewalk.

The paved or traveled surface located within a Right of Way.

A publicly or privately owned Right of Way.
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Street Opening Permit: A permit issued by the Town to an applicant for the purpose of
performing construction work within the limits of a Town owned Right of
Way.

402-003: GENERAL

It shall be understood that a Curb Cut permit grants the property owner permission to
construct a private driveway apron within the limits of the street right of way. The private
property owner shall be responsible for any snow removal required for access to the driveway
apron The private property owner is responsible for the consrtruciton and future maintenance
of the driveway apron.

A Curb Cut Permit is required for the construction of a new driveway apron or

altering the width of an existing driveway apron.

The location of a proposed Curb Cut may be rejected for insufficient sight distance or issues
involving safety considerations, drainage, proximity to utility structures, trees, and possible
obstructions.

If a Curb Cut is required as part of a Building permit application, the Engineering
Department will not execute the Building permit application until the Curb Cut permit has
been granted.

Any driveway constructed without a Curb Cut Permit shall be removed. The area shall be
restored to its original condition at the expense of the property owner.

Applicants for Curb Cuts should be aware that work required within the public right of way
necessary for the Curb Cut installation requires a Street Opening Permit in addition to the
Curb Cut Permit.

Seal coating an existing bituminous concrete driveway and apron, however, does not
require a Street Opening Permit.

402-004: CONSTRUCTION STANDARDS
All driveways shall conform to the following construction standards:

1 Width: The width of the driveways at the property line will be a maximum of 24 feet
wide.

2. Transition curbing: If the Curb Cut is made through granite curbing, at each side of the 24
foot Curb Cut, the applicant shall install Town Standard transition stone at each side of the
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Curb Cut. If the Curb Cut takes place in bituminous berm, the applicant shall slope the berm
and bevel the edges to make an appropriately smooth edge surface

3. If curb or berm roundings are proposed at each side of the 24 foot driveway, the
applicant shall install curb or berm roundings having a radius of no greater than 3 feet,
resulting in a maximum Curb Cut width of 30 feet.

4. Driveways wider than 24’ — If there is a need for a driveway wider than 24’, i.e. a
Commercial Curb Cut, a plan prepared by a Registered Professional Engineer, detailing the
need for both the wider driveway as well as appropriate radial roundings, will be required,
and shall be submitted to the Engineering Department for review and approval.
Documentation showing justification for the proposal must also be submitted.

5. Where a driveway apron is constructed through a sidewalk, that portion of the sidewalk
crossing the driveway apron shall conform to AAB/ADA rules and regulations.

6. When no sidewalk exists, the driveway apron shall be constructed to accommodate a
future sidewalk. Driveway aprons shall rise from the gutter to the location of the front edge
of a future sidewalk, six inches in height.

7. The minimum distance from the point of curvature of a driveway rounding to a hydrant,
pole, sign, tree, or any such item, shall be 10 feet.

8. There shall be no more than two driveways/curb cuts per building lot.

9. Any materials removed during the installation of the Curb Cut including but not limited to
street signs, stone markers, stone walls, granite curbs, granite inlet blocks, catch basin frames
and grates, hydrants, poles, trees, guardrails, and fences shall be removed and reset at the
owners expense. At the direction of the D.P.W Director, items not requiring reinstallation
shall be delivered to and stacked at the D.P.W. yard or disposed of at the expense of the
owner.

10. All Asphalt driveway aprons must be paved with at least a 3” thickness of bituminous
concrete from the gutter line to the side line of the Town right of way.

11. Driveway aprons adjacent to the cement concrete sidewalks shall be constructed of a 6”
thickness of cement concrete placed and finished to The A.C.l., AAB/ADA and Town
Standards.

12. All curb stop boxes, manholes, and other utilities encountered shall be set to grade.

13. Brick or stone pavers, stamped concrete finishes, fences, gates, bollards, plantings,
privately owned signs, decorations, lighting fixtures, sprinkler systems and other non-
standard materials or obstructions are not permitted within the limits of a town owned Right
of Way.

14. Stone bounds shall not be permitted within a driveway apron. Driveways must be located
on a lot accordingly .

400-25



402-005 APPLICATION FEE

a. The application fee for each Curb Cut shall be $25, and shall be due at the time of
submission of the application to the Town Engineer’s office. The application shall not be
deemed complete for processing purposes until such time as the fee is submitted.

402-006 DURATION OF PERMIT

a. Any Curb Cut Permit issued shall be valid for the calendar year in which it is issued. All

permits expire at the end of each calendar year if not exercised and must be re-applied for in
the new year.
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Town of Walpole
Commonwealth of Massachusetts

Curb Cut Permit

Date: Permit #

Approved Check No.

Subject to any terms, conditions, or restrictions listed below or attached hereto,
permission is granted to:

to install a Curb Cut at

(Applicant)

as shown on the attached sketch/plan

(Property Address)

Conditions:

All driveways shall meet the finished grade of the back of sidewalk, whether existing or
future. The sidewalk shall not be altered in any way, unless directed by the Town of
Walpole. Failure to meet the back of sidewalk grade could result in the removal of a
portion of the driveway. It shall be the responsibility of the applicant to establish and

maintain proper grades.
STREET
RIGHT OF X\“\
WAY SITION CURB
SIDELINE @ cui “h T 24" wide max.
? TR i\

ANSI URB
NN
—
S T sidewalk oo sidewalk & | ol .
el " o ; : - - x |5 @ |8
grass strip grass strip T | @ G al z
\ zle 2
I 7 1 L
24 ft. max width 24' max. width
3 ft. radius curb max. 6 ft. transition curb max.
PLAN VIEW PLAN VIEW PROFILE VIEW

NOT TO SCALE [ TYP.]

| hereby acknowledge receipt of a copy of Section 402-Curb Cut Policy and agree that
the Curb Cut granted herein will be installed according to said policy, and to any
additional restrictions above or attached.

(Applicant Signature) (Phone number) (Date)
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SECTION 403 STREET LIGHTING POLICY

403-001: PURPOSE

1. Streetlights are to be installed so as to illuminate infrastructure within street
layouts, i.e. vehicular travel lanes, sidewalks, and intersections, providing a
measure of safety to the motoring and walking public.

2. While particular placement of said street lights may also serve to illuminate
private yards, driveways, and walkways, this is an ancillary benefit, and
placement of a street light may not be made solely for this reason.

3. Even though there may be street lights currently in place on private ways as of
the revision date of this policy, the Town will not place additional municipally
funded street lights on private property or private ways. (5/6/08)

403-002: RESPONSIBILITY
1. Additional Street Lights

The Town Engineer or her/his designee (“Town Engineer”) is designated as the
person who will be responsible for the enforcement of this policy. The Town
Engineer will receive all requests for additional street lights, will interface with
N-Star (Or other company replacing N-Star in the future as supplier of electrical
power to the Town) to place orders for additional lights. All requests for street
lights under Section IV of this policy shall be made through that department. The
Town Engineer will be responsible for determination of appropriate light
placement pattern in conjunction with Section Ill. of this Policy

2. Removal of Street lights

From time to time, the Town Engineer shall also be responsible for inspection of
existing street lighting patterns, and shall, if necessary, make arrangements with
N-Star through the ordering process, to have lights moved , or removed in their
entirety, in order to bring the street light fixtures on a particular way into
conformance with this Policy.

403-003: LOCATION AND PLACEMENT OF STREET LIGHTING
FIXTURES

1. Standard Street Light Placement

On relatively long, straight streets, where sight distance is not impeded by a
horizontal or vertical change in roadway alignment, or other situation deemed
mitigating by the Town Engineer, a street light may be located approximately
every three hundred feet.
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(In the majority of cases, where utility service is by standard above ground
wiring, this would equate to a street light on approximately every third utility

pole).
2. Situations Affecting Standard Street Light Placements

Street lights may also be located so as to illuminate intersections, changes in
horizontal or vertical roadway alignment, other obstructions that could be deemed
hazardous, as well as cul-de-sacs and dead ends of streets that may also be
excessively dark. Relatively short cul-de-sacs and dead end streets can also alter
the standard placement of lights detailed in Section 403-003 1., causing longer or
shorter gaps between Street Light placement. In certain cases, placement of lights
at these locations could alter the standard placement detailed in 403-003 1. Absent
an overriding decision by the Town Administrator made under an Appeal
according to Section 403-005 of this policy, The Town Engineer shall have the
sole responsibility for determination of proper and appropriate placement of street
lights.

403-004: INSTALLATION REQUEST PROCEDURE

1. Requests for addition of a street light at a particular location shall be made to
the Town Engineer.

2. Investigation of said request so made shall take place within two weeks of
receipt of the request, and a response made to the applicant.

3. The Town Engineer shall investigate the proposed street location for
conformance to this policy, and shall make a determination as to whether the light
should be installed.

a. If a favorable decision to install the proposed street light is justified, the
applicant will be so informed, and the Town Engineer shall place the
appropriate order with N-Star.

b. If a favorable decision cannot be justified, the applicant will be so
informed, and will also be made aware of the appeal procedure detailed
within Section 403-005 of this Policy.

403-005: APPEAL PROCEDURE

If, after a request for installation of a Street Light under Section 403-004 above is
denied, the applicant shall have the right to appeal the Town Engineer’s decision to
the Town Administrator, who shall have the final authority to order said installation.
The Town Administrator may solicit the input of the Town Engineer, public safety
officials, and any other entity they deem to have information pertinent to the
applicant’s appeal. If the Town Administrator decides to overrule the Town
Engineer’s decision, the Town Engineer will be directed to process the appropriate
order to N-Star.
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403-006: FINANCIAL CONSIDERATIONS

It is understood as a component of this policy that the placement of new street lights
and/or the continuation of existing street lights is a function of the Town’s overall
ability to fund same. In the event of insufficient funding, the Town may, at its
discretion, order the removal; of existing street lights and/or suspend the installation
of new street lights, under the oversight of the Town Engineer, for the period of time
as said insufficient funding shall continue. If upon the restoration of required funding
it is determined that lighting may be restored, the number and placement of any
restored street light(s) shall be determined by the Town Engineer in accordance with
the provisions of this policy. Any appeals to this section shall be so made in
accordance with the appeal procedure contained in Section 403-005 of this policy.

SECTION 404 SNOW REMOVAL OPERATIONS

404-001: GENERAL POLICY — INCIDENT MANAGEMENT

All snow removal operations shall be conducted in such a manner as to provide the
greatest protection of public safety possible. The Incident Command System shall be
observed at all times. Detailed logs of each storm shall be maintained, recoding times
of staff call-out, arrival and dismissal, contractor call-out, arrival and dismissal, storm
conditions and clean-up progress reports, notifications made, incidents, accidents, etc.
These logs shall be maintained by the Director of Public Works.

404-002: VEHICLES IMPEDING PLOWING OPERATIONS

Any vehicle that shall be determined to impede snow removal operations may be
removed at the owner’s expense. Notification shall be made by the storm Incident
Commander to the Police Department, who shall be empowered to cause the removal
of the vehicle from the path of snow removal operations.

404-003: DAMAGE TO PRIVATE PROPERTY - WITHIN LAYOUT

It is the policy of the Board of Selectmen that the Town shall not be responsible for
damage to lawns, fences, shrubs, steps, trees or mailboxes within the town layout.

404-004: DAMAGE TO PRIVATE PROPERTY - OTHER

In the event that private property not located within the layout shall be damaged directly by a
Town vehicle during snow removal operations, the Town will make every effort to correct the
damage utilizing either Town forces within a reasonable period of time, or through a claim
with the Town’s insurance carrier. The decision of the Town’s insurance carrier shall be final.
For the purposes of this and all sections, damage caused by contact with snow that shall have
been plowed by a Town vehicle or contractor shall not be the responsibility of the Town under

any circumstance.
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SECTION 405 PLOWING PRIVATE ROADS

It shall be policy of the Board of Selectmen that upon any roadway under
construction, the contractor must have all utility castings set to binder grade prior to
any Town snow removal (plowing) commencing upon said roadway.

SECTION 406 QUARTERLY TRAINING REQUIREMENT

The Director of Public Works shall cause to be scheduled, not less than once per
quarter each calendar year, mandatory training programs for all Public Works
personnel that shall address but not be limited to such issues as staff safety, proper
techniques and methods of job performance, safe use and operation of motor vehicles,
and emergency/incident response procedures. A report of each training class,
including the topic discussed and personnel attending, shall be provided to the Town
Administrator not less than five days following conclusion of the training event.

SECTION 407 CONFINED SPACE ENTRY POLICY

407-001: PURPOSE

The following safety policy and procedures shall be utilized by all Department of
Public Works employees who are required to enter an access restricted environment
as defined by OSHA to be a "confined space”. This policy in conjunction with proper
training is intended to protect all employees from hazards that may exist in such an
environment and must be adhered to without deviation.

407-002: CONFINED SPACE AS DEFINED BY OSHA (29 CFR 1910.146:

1. A space that is large enough and so configured that a worker can enter and
perform assigned work or duties;

2. A space that by design has limited openings for entry and exit;

3. A space not designed for continuous employee occupancy

407-003: IDENTIFICATION AND MARKING OF SITES:

All installations with the exception of sewer and drain manholes and meter pits shall
be identified by means of posting prominently displayed signs marked **Danger
Confined Space Enter by Permit Only™. Sewer and drain manholes and meter pits
shall be identified as a confined space with signs containing the same language during
the timeframe in which entry is in progress. This shall be done with the equipment
provided by the Town.

407-004: PRE ENTRY

The following procedure shall be utilized by any employee that has been designated
as or assigned the duty of an entrant, entry supervisor or attendant, prior to entering
any confined space.
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407-005:

1.

2.

Check all safety equipment, including but not limited to, blowers,
monitors, harnesses and retrieval devices prior to arriving at the work site.
(Refer to entry permit as a checklist).
Review the confined space entry permit that has been issued for the
particular entrance/job. This permit will be kept at the job site, available
to all authorized entrants.
Upon arrival at job site, employ safety controls including the use of a
police detail if necessary.
Upon removal of the confined space cover, safeguard the opening to
prevent accidental fall or unauthorized entry in to the confined space. The
tripod shall act a means of such protection.
Complete internal atmospheric monitoring of the space prior to entry.
Monitor with the calibrated direct read instrument provided. The
conditions monitored shall be:
a. Oxygen content
b. Flammable gasses and vapor
c. Potential toxic air contaminants (Carbon Monoxide/Hydrogen
Sulfide)
Monitoring shall at a minimum be completed at the top, middle and
bottom sections of the structure. In deeper structures (+12”) monitoring
shall be every 4°, if practical.
Lock out/tag out all potential energy sources by physically disabling or
deactivating equipment. (If Applicable)
Set up mechanical forced air ventilation equipment (blower) to eliminate
any existing atmospheric hazard:
a.Fresh air should be introduced near the immediate area of the
entrant.
b. Make sure that the fresh air intake is properly positioned away
from other contaminants, i.e. vehicle or generator exhaust. Note:
Ventilation equipment may be used even if monitoring indicates
that no danger was present. Monitoring shall be repeated after
fresh air ventilation equipment is operated prior to entrance to
the structure.
Erect the provided fall protection/retrieval system i.e. tripod and winch.
Always follow the manufacturers directions for use of this equipment.

ENTRY

Only trained personnel authorized by permit shall enter the confined
space.

Under no circumstances shall a person enter a confined space without an
attendant being present.

The communication method between the entrant and the attendant shall be
established prior to entering a confined space. This may include radio or
other forms of direct connect or signals. The attendant must have radio,
telephone or other means of communication available to contact
emergency services. l.e. police, fire, EMS
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4. All authorized entrants shall wear a body harness attached to a lifeline that
is securely attached to the tripod/winch system; a hard hat; protective
clothing; eyewear and gloves. Respiratory protection shall also be worn if
determined to be necessary.

5. No authorized entrant while working in a confined space shall detach from
the tripod/winch system. This and the retrieval system shall be monitored
by the attendant during the entire time period during which the confined
space is occupied by the entrant/entrants.

6. Atmospheric monitoring close to the work zone shall be performed
continuously throughout the occupancy period. If practical, the entrant
shall wear a monitoring device clipped to the body harness.

In the event that a hazardous atmospheric condition develops during
occupancy as indicated by monitor alarms or by visual contact with
the entrant the space is to be evacuated immediately.

407-006: ENTRY BY OTHERS

In the event that a contractor is to enter a Town of Walpole owned or contracted
confined space, they shall be informed in writing of the following:

1. That the space that they propose to enter has known or potential
atmospheric and/or physical hazards present.
2. Entry shall only be allowed through compliance with the requirements of

OSHA 29 CFR 1910.146.
407-007: TERMINATION AND CLOSEOUT OF PERMIT

1. Review permit for accuracy to ensure that all applicable information has
been provided. Note in the comment section any unusual situations that
may have occurred during the entry or other information that may be
useful to others.

2. Bring the completed expired permit document to the department
superintendent for filing.

407-008: TRAINING
1. Any employee designated as an entrant, attendant or entry supervisor shall

have completed confined space basic training program through the
MWRA, NEWWA or other recognized agency.

2. Every year thereafter, all employees shall attend a confined space entry
refresher program. The cost of training shall be borne by the Town of
Walpole.
SECTION 408 MUNICIPAL STORM DRAIN CONNECTION POLICY
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408-001 Policy Statement

1.

It is recognized that there may arise a public interest or a hardship situation where
connections to the Town of Walpole municipal storm drain system may be
warranted. This policy is meant to set forth the conditions under which such a
connection may be allowed. It is not the intent of this policy to promote
connections to the Town storm drainage system. Rather, it is meant to provide
relief to those property owners of existing buildings who are threatened with
damage to property. It should be noted that it is NOT the purpose of this policy to
dewater a lot to make it buildable.

It is incumbent upon the applicant to demonstrate that the need to connect is dire,
and that no reasonable alternate means of disposal exists.

For purposes of this policy, the term “connection” refers to the permanent
underground installation and/or physical connection to a Town drainage structure
or a drainage conduit or conduits and the entire related upstream private drainage
system. Said system includes, but is not limited to any pumps, conduits, leaching
and/or quality structures, back-flow devices, clean-outs, special backfill, and
geotextiles installed as a means to convey storm and/or groundwater into the
Town storm drain system.

This policy does not supersede any applicable federal, state, or local laws, rules,
regulations or bylaws. This policy is issued pursuant to Chapter 499 of the Town
General Bylaws, 88499-1 through 499-12, “Illicit Discharges” (the “Bylaw”).
Any connection or discharge for which a permit is sought under this policy must
be of a type that is expressly allowed by the Bylaw.

All costs associated with the application process, construction, maintenance, and
inspection of the connection shall be the sole responsibility of the applicant as set
forth in this policy. It should be noted that other approvals (i.e. environmental,
health, etc. Street Opening Permit) may be required before construction can
commence. It is the responsibility of the applicant to ensure that all necessary
permits are obtained prior to the commencement of work.

Any connection approved after the adoption of this policy shall remain subject to
the terms and conditions of this policy. If, in the opinion of the Town Engineer
or his/her designee, the connection fails to meet said terms and conditions of this
policy, that connection is considered to be an unapproved connection.
Modifications made to any portion of the connection shall be subject to this

policy.

Any discharge to the Municipal Storm Drain System via a connection permitted
under this policy shall be consistent with the requirements of the Bylaw; it is the
sole responsibility of the property owner to ensure this requirement is followed, to
notify the Town if a prohibited discharge is made, accidental or otherwise, to
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disconnect the connection to the municipal drain system until the problem is
rectified, and to be responsible for all costs associated with cleanup.

8. The Town Administrator will designate the Town Engineer’s Office as the permit
issuing authority for Municipal Storm Drain Connection Permits

408-002 Application Connection Criteria

A proposed connection project must meet the following criteria:

1.

2.

10.

The applicant must demonstrate a need for the connection.
Application shall be made to the Town Engineer or his/her designee.

The applicant must demonstrate that no practical alternate means of
disposal exists.

The applicant must demonstrate that there exists suitable capacity in the
drainage system to which the proposed connection will be made. At the
discretion of the Town Engineer or his/her designee, the applicant may be
required to provide a written opinion of a Professional Engineer with
supporting calculations relative to impact on the downstream.

The maximum flow rate of the proposed connection must not exceed 0.5
cubic feet per second or 225 gallons per minute at the point of connection
to the Town drainage structure In no event shall the connection be part of
or outfall for a regional or neighborhood drainage system.

In no event shall the proposed connection be the outfall for, or part of the
outfall for more than one home or building.

The drainage structure to which the connection will be made must be part
of a closed drainage system that has positive outfall as determined by the
Town Engineer or his/her appointed designee.

The drainage structure to which the connection will be made must be
located within the frontage of, and on the same side of the public way as
the applicant's parcel.

All materials and construction must be in accordance with Town of
Walpole specifications, those referenced in this policy, as well as standard
industry practice.

Prior to commencing any work authorized by a permit, the applicant must
execute and record a Liability Covenant, in the form provided by the
Town (see Attachment 2), at the Registry of Deeds within the chain of title
for the property on which the work is to take place, and must present
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11.

12.

13.

14.

15.

evidence of such recording to the Town Engineer or his/her designee. This
information shall be listed on the Permit application, and no work shall
take place until such time as the recording documentation has been
presented for inclusion on the permit.

The proposed connection must be used solely for the disposal of clean
water from outside a building, including rising groundwater (Bylaw, 8
499-7(B)-2-1), uncontaminated  groundwater infiltration  or
uncontaminated pumped groundwater (Bylaw, § 499-7(B)-2-g) or water
from exterior foundation drains and footing drains (not including active
groundwater dewatering systems) (Bylaw, 8§ 499-7(B)-2-i). Connections
involving interior building sump pump connections shall not be allowed.
Any other discharges, including but not limited to disposal of greywater,
blackwater, solvents, paints, petroleum based products or other
contaminants are strictly prohibited.

The connection may require an oil/water separator, leaching structure,
backflow preventor, and shutoff, as determined by the Town Engineer.

All components of the connection shall be approved by the Town
Engineer or his/her designee.

This work will also require a Street Opening Permit if access to a public
way is needed. Further work requirements may be imposed upon the
applicant as a result of this permit

The property owner shall be responsible for obtaining the services of a
contractor who is a Town of Walpole licensed drain layer to perform the
work.

408-003 Evaluation of Connection Criteria

1.

Any judgments regarding eligibility of an application under the criteria
stated herein shall be made by the Town Engineer or his/her designee.

408-004 Permit Application

1.

General Information

a. The Town Engineer, as the designee of the Town Administrator,
shall review permit applications and determine whether such
applications shall be approved and issued. The applicant shall
submit a completed Storm Drain Connection Permit application
package to the Town Engineer’s Office for consideration

b. The permit application package shall consist of the application
form and plans (containing the information listed below), and will
not be considered complete until all parts have been submitted. No

400-36



2. Plans

action will be taken by the Engineering Division until an
application is deemed complete.

The issuance of a Municipal Storm Drain Connection Permit shall
constitute approval of a drainage connection.

The applicant shall submit plans clearly indicating the extent and
nature of the proposed work.

The plans should be submitted on 8-1/2 x 11 sheets or larger, at a
scale of sufficient detail to adequately describe the work proposed.

The plans shall be prepared by a Professional Engineer.
The applicant also may be required to procure the services of a

Professional Land Surveyor as is appropriate to the work being
proposed.

The plans shall show the following:

e.

f.

Approximate property boundaries.

Site topography with two foot contours, and with sufficient spot
grades to show the complete drainage patters, complete with
arrows indicating flow direction. (This may be required at the
discretion of the Town in order to determine if there is a viable
alternative to the proposed connection to the Storm Drain System.)

Footprint of all buildings/structures located within the site.

Rim and invert elevations of all existing and proposed drainage
structures and conduits.

Indication of material types (including product names, numbers,
and catalog cuts) and limits proposed for use in conjunction with
the connection.

Length, size and material of all conduits existing within or
proposed for use within the site.

Details of any proposed structures/materials.

Details of any existing on-site sewage disposal systems, with
proposed clearance distances to any proposed Storm Drain
connection component parts.
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3.

4.

m. Any public utilities in the existing street right of way which may
be affected by the proposed work.

Application Form

a. The applicant shall submit a completed permit form, which is
provided as Attachment 1 to this policy.

Application Fee

a. Original application fee The applicant, as part of the original
application package, shall submit the requisite application fee of
$100.

b. Renewal application fee: The applicant, as part of the yearly renewal

process shall submit an application fee of $25.

408-005 Performance of Work

1.

Performance of all the work under a permit granted under these rules and
regulations shall be by a Town of Walpole Licensed Drain layer.

408-006 As-built plans

1.

The applicant shall be required to provide the Engineering Division with
an “as-built” plan of the permitted system. This as-built shall be based on
actual field measurements.

Failure to provide such as-built plans within 30 days of completion of the
work, may be cause for disconnection/cutting off of said proposed storm
drain connection from the Town municipal drain system.

408-007 Duration and Extension of Permit

1. A Municipal Storm Drain Connection Permit granted for the installation of

a connection may be terminated by the Town if said connection, in the
opinion of the Town Engineer or his/her designee, fails to meet the
applicable terms and conditions set forth in this policy and as set forth in
the terms and conditions of the Municipal Storm Drain Connection Permit,
or if termination of the Permit is necessary to meet federal or state
requirements, or is otherwise deemed to be in the best interests of the
Town. In the event that the Permit is terminated for any reason, the
connection shall be removed by the property owner/applicant within 30
days.
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2. An original permit, once issued, shall expire on the May 1* next following the permit

grant.

All Municipal Storm Drain Connection permits shall be reapplied for annually by
April 1 and renewals will be issued on a yearly basis by May 1 of each calendar
year. Failure of an applicant to apply for and obtain a renewal permit may result in a
termination and removal of said connection, in accordance with Section 408-007-1.

408-008 Inspections

1.

The property owner/applicant shall agree to allow representatives of the
Town of Walpole to enter onto his/her property for the purpose of
inspecting the complete drainage connection and ensuring compliance
with the terms and conditions of the municipal Storm Drain Connection
permit and the Liability Covenant before, during and after the connection
is installed.

The inspection of the system by Town personnel does not relieve the
property owner of the responsibility to ensure that the work conforms to
the conditions of the Municipal Storm Drain Connection permit.

The Town Engineer or her/his designee shall observe and inspect every
portion of the connection. No portion of the connection may be backfilled
until proper observation and inspections have taken place.

Failure to obtain proper inspections shall be grounds for disconnection
from the municipal storm drain system

408-009 Enforcement/Administration

1.

The Town Engineer, as the designee of the Town Administrator, shall
administer, implement, and enforce this Policy.

408-010 Appeals Procedure

1.

Submission If the Town Engineer denies an application for a Municipal Storm
Drain Connection permit, the applicant may file an appeal with the Town
Administrator. It is the responsibility of the applicant to present any and all such
materials as is deemed germane to the case to issue the permit.

Consideration Upon receipt of an appeal from an applicant, the Town
Administrator may hold a hearing/meeting, at which time the applicant may attend
to present his case.

Decision After due consideration, the Town Administrator may uphold the
decision of the Town Engineer to deny the permit, or may instruct the Town
Engineer to issue the Municipal Storm Drain Connection Permit, together with any
and all conditions deemed appropriate.
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ATTACHMENT 1

ORIGINAL PERMIT APPLICATION Page 1

(DATE) (PERMIT NO.

(Check Number)
Property owner/applicant Information

(PROPERTY OWNER NAME PRINTED) (PHONE NUMBER)

(PROPERTY ADDRESS

I understand that by my signature above, I am certifying that the connection to the
municipal storm drain system is in full compliance with the Town Storm Drain Connection
Policy and with any additional conditions listed and attached hereto.

Contractor Information

(CONTRACTOR'S NAME PRINTED) (DIG SAFE NO.)
(STREET ADDRESS) (TOWN)  (ZIP CODE) (TELEPHONE NO.)
(PROJECTED START/FINISH DATES) (ACTUAL START/

FINISH DATES)

(PERMIT APPROVED BY THE ENGINEERING DEPARTMENT) (DATE)

(INSPECTED BY) (DATE)
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(Book/Page/Registry Reference-Liability Covenant)

Page 2

PROJECT INFORMATION TO BE INCLUDED WITH APPLICATION FORM
APPLICANT SHALL ATTACH A STATEMENT DESCRIBING
e THE PROPOSED WORK,

e THE TYPE OF DISCHARGE INVOLVED
e AN EXPLANATION AS TO THE NECESSITY FOR THE CONNECTION
[ ]

EXPLANATION DOCUMENTING THAT NO REASONABLE ALTERNATIVE
MEANS OF WATER DISPOSAL EXISTS
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ATTACHMENT 2

RENEWAL PERMIT APPLICATION

(DATE) (PERMIT NO.

(Check Number)
Property owner/applicant Information

(PROPERTY OWNER NAME PRINTED) (PHONE NUMBER)

(PROPERTY ADDRESS

(PROPERTY OWNER SIGNATURE)
I understand that by my signature above, I am certifying that the connection to the

municipal storm drain system is in full compliance with the Town Storm Drain Connection
Policy as was originally permitted, and with any additional conditions listed hereto.
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Attachment 3

LIABILITY COVENANT

This Liability Covenant (the “Covenant”) is made this day of : , by
[owner(s)] of [address],
Walpole, Norfolk County, Massachusetts (the “Owner”).

RECITALS

WHEREAS, the Owner is the owner in fee simple of a certain parcel of land
located on [name of street] in Walpole, by deed recorded with
the Norfolk County Registry of Deeds (“Registry”) in Book , Page (the
“Property”); and,

WHEREAS, the Owner submitted an application dated , to
the Town of Walpole (the “Town”) for a Municipal Storm Drain Connection Permit (the
“Permit”) to authorize the connection of a private drainage conduit (the “Connection”)
from the Property to the Town of Walpole public storm drainage system located within
the Right-of-Way of [name of street] (the “Street”), as
shown on the sketch plan attached hereto as Exhibit A; and,

WHEREAS, the Town has issued a Permit, dated , to the Owner
to allow said Connection;

NOW THEREFORE, in consideration of the issuance of the Permit and other
good and valuable consideration, the Owner, on behalf of itself, its legal representatives,
successors and assigns, covenants and agrees as follows:

1. The Owner agrees to accept and observe the terms and conditions of this
Covenant, as well as the terms and conditions of the Permit and the
provisions of the Town Municipal Storm Drainage Connection Policy
(“Policy™), as is currently in effect.

2. The Owner understands and agrees that the Town of Walpole retains all of
its rights, title and interest in and to the right-of-way of the Street. The
Permit shall not be construed as creating or vesting in the Owner any
estate in the Street, but only a limited right of use.

3. The Owner acknowledges and agrees that the Town has made no
representation or warranty regarding the condition of the municipal storm
drain system, or its fitness for the construction of the Connection and the
use of the Permit. The Owner shall be solely responsible for any and all
costs and expenses associated with the exercise of the Permit.

4. The Owner agrees that the Permit may be terminated by the Town at any
time, if the use of the Connection fails to meet the terms and conditions of
the Permit or the requirements of the Policy, or if termination of the
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10.

11.

12.

Permit is necessary to meet federal or state requirements, or is otherwise
deemed to be in the best interests of the Town.

The Owner agrees to allow representatives of the Town to enter onto the
Property for the purpose of inspecting the Connection and ensuring
compliance with the terms and conditions of this Covenant and the Permit
before, during and after the Connection is installed.

The Owner agrees that the Connection will be used solely for the disposal
of uncontaminated storm water and/or groundwater in accordance with the
terms of the Permit and the Policy, and at no time will the Connection be
used for the disposal of any other material. The Owner agrees that it is
solely responsible to ensure this requirement is followed, to notify the
Town if a prohibited discharge is made, to disconnect the Connection until
the problem is rectified, and to be responsible for all costs associated with
cleanup, including any costs incurred after the termination of this Permit.

The Owner agrees that the Town bears no responsibility for maintenance
of any portion of the Connection. Any required maintenance of the
Connection shall be the sole responsibility of the Owner. Proper Street
Opening Permits may be necessary for maintenance work necessary
within the Street.

The Owner agrees that any modifications made to the Connection shall be
subject to this Covenant and that no such modification shall be made
without the express written consent of the Town, which may be withheld
in the Town’s sole discretion..

The Owner agrees that the Town may require the permanent removal of
the Connection upon the termination of the Permit. The Owner agrees,
within thirty (30) days of receipt of written request to do so, to remove
that portion of the Connection located within the Street and permanently
seal off the Connection to prevent any further discharge into the municipal
storm drain system. The removal shall also include the restoration of that
portion of the Street disturbed by the removal to the condition of that area
prior to the disturbance. The cost for this removal shall be the Owner’s
sole responsibility.

The Owner agrees that the Town may temporarily or permanently
disconnect the Connection with or without advance notice if, in the
Town’s opinion, the use of the Connection poses an immediate threat to
public safety, public health, or natural resources.

The Owner agrees to keep the Connection in good repair at all times, and

to be solely responsible for all costs and expenses associated with its
exercise of the Permit.
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13.  The Owner agrees, for itself and its successors and assigns, to indemnify,
defend, and hold harmless the Town, its agents, employees, successors or
assigns from and against any and all claims, demands, suits, actions, costs,
judgments, whatsoever, including reasonable attorneys’ fees, which may
be imposed upon, incurred by, or asserted against the Town, its agents,
employees, successors or assigns, by reason of, or in consequence of the
Town’s issuance or revocation of the Permit, or the Owner’s exercise of
the Permit. The Owner hereby releases the Town, its employees, officers,
agents, board members, and attorneys from any claims, actions, rights of
action, causes of action, damages, costs, loss of services, expenses,
compensation, attorneys’ fees or other liability or responsibility for losses
or damages related to the construction of the Connection or the Owner’s
use of the Permit. The Owner agrees and covenants that it will not assert
or bring, nor cause any third-party to assert or bring, any claim, demand,
lawsuit or cause of action against the Town, including, without limitation,
claims for property damages, diminution in property value claims,
personal injury or death damages and any other damages relating to, or
arising from, the Town’s issuance or revocation of the Permit, or the
Owner’s exercise of the Permit.  The provisions of this section shall
survive the termination of the Permit.

14.  The provisions contained herein shall run with the land and shall bind the
Owner and its successors and assigns, and shall inure to the benefit of, and
be enforceable by, the Town.

15.  The Owner shall incorporate this Covenant by reference in any instrument
conveying an interest in the Property. Failure to so reference this
Covenant, however, shall not in any manner affect the validity and
effectiveness of this Covenant.

WITNESS the execution hereof under seal this day of ,

[name(s) of Owner]
COMMONWEALTH OF MASSACHUSETTS

NORFOLK, ss.

On this day of : , before me, the undersigned
notary public, personally appeared the above-named and
, who proved to me through satisfactory evidence of
identification, which was , to be the person(s) whose names are
signed on the foregoing instrument in my presence, and further acknowledged the
foregoing instrument to be his/her/their free act and deed.

Notary Public:
My Commission Expires:
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SECTION 409 SPONSOR-AN-ISLAND POLICY

409-001: PURPOSE:

The Board of Selectmen recognizes the community benefits arising from well
maintained and appearing traffic islands throughout Town. In addition to being
visually pleasing, properly maintained traffic islands can improve motorist &
pedestrian safety and foster a sense of pride in town residents, and create an attraction
to the Town from an economic development perspective. This policy shall establish
appropriate standards for citizen sponsorship, upkeep & beautification of Walpole
traffic islands.

409-002: APPLICATION PROCESS:

1. Anyone interested in participating in the program will complete an
application and submit same to the Superintendent of
Highways/Parks/Cemeteries and Police Safety Officer for review;

2. All designs will be reviewed by the Superintendent of
Highways/Parks/Cemeteries with a recommendation made to the Director
of Public Works for final approval

3. Participation in the program and “sponsorship” of an island shall be for a
period of two (2) years.

409-003: SPONSOR PROCEDURES & REQUIREMENTS:

1. All designs will be reviewed by the Superintendent of
Highways/Parks/Cemeteries with a recommendation made to the Director
of Public Works for final approval

2. Island maintenance shall commence by May 1* and continue through the
first frost. Maintenance responsibilities include mowing grass, planting
flowers, weeding, raking and general cleanup of designated area;

3. The Town will provide watering as required, however any sponsor
wishing to water will be permitted to do so;

4. All plantings are to be of “live” planting material with no “artificial
flowers” allowed,;

5. Late blooming perennials and/or mums are welcomed as well as they add
color into the early fall months;

6. If planted items perish during the course of the season, they must be
removed or replaced as needed;

7. Plantings such as shrubs and ornamental grasses may not obstruct

visibility in traffic areas and cannot be taller than 30" in height. If at any
time the planting is deemed to interfere with traffic or views of traffic,
then the Town will take steps to correct the problem;

8. Sponsors will be responsible for removal of leaves and debris at the end of
the season
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409-004:

1.

409-005:

1.

2.

If at any point the Town deems that the island is unsightly due to lack of
care, then the Town will remove the “Sponsor an Island” sign and the
material on the island and the person or business will forfeit their rights to
plant the island;

ISLAND SIGNAGE & COMMUNITY PROMOTION:

The Town of Walpole shall provide appropriate signage, measuring not
more than 1-foot wide by 1.5-feet high, to be placed on sponsored area.
No other signs will be allowed,;

The Town will establish and maintain, as part of regular operations, a page
within the Town web site to promote islands that have been ‘sponsored”,
showing the island as beautified and listing the sponsor.

ISLANDS AVAILABLE FOR “SPONSORSHIP”:

The following traffic islands located within the “right-of-way” and/or
alongside major roadways shall be available for sponsorship on a first-
come, first-served basis:

» Bullard Street @ Wilson Street

= Cedar Street @ West Street

= Common Street @ Old Post Road

= East Street @ High Plain Street

» East Street @ June Street

= East Street @ Short Street

= Elm Street @ Old Elm Street

= Hoover Road @ Coolidge Road

= Industrial Road (Center Island)

= Norfolk Street @ West Street

= Pall Mall @ Pilgrim Way

= Peach Street @ High Plain Street

= Pemberton Street @ North Street

= Polley Lane @ Pilgrim Way

=  Summer Street @ Shufelt Road

= Washington Street @ Chestnut Street

= West Street @ Kingsbury Street

= West Street @ Lincoln Road

=  West Street @ Old West Street

= Wolcott Ave. @ Pleasant Street

=  Woodlawn Rd. @ Park Lane

The following traffic islands located within subdivisions shall be available
for sponsorship on a first-come, first-served basis:

= Andrew Way

= Cardinal Lane

= Covey Road

= Daisy Drive

= Jason’s Path
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= Juniper Circle

= Massasoit Circle
=  Mohawk Circle

= Notch Road

= Occident Circle
= Partridge Lane

= Pheasant Hill Lane
= Pocahontas Road
= Pontiac Road

= Regan Road

= Swenson Circle
= Teton Way

SECTION 410 ADOPT-A-FIELDPOLICY

410-001: PURPOSE:

The Board of Selectmen seeks to provide the youth of Walpole with playing surfaces
that are maintained to meet the needs of community sports programs. It is recognized
that user groups (sports leagues or other athletic programs) may wish to participate in
the maintenance efforts of a particular field or fields, through either the donation of
outside contractors and/or volunteer labor, or via a monetary gift to the Town for
maintenance expenditures under the direction of the Director of Public Works. This
policy establishes the protocols for either option.

It is the policy of the Board of Selectmen that priority use, not sole use, of Sports
Fields shall be granted to the adopting organization upon approval of an Adopt-a-
Field Application.

410-002: APPLICATION PROCESS-INDEPENDENT AND/OR
VOLUNTEER SUPPORT:

1. An organization wishing to conduct independent and/or volunteer
maintenance programs upon a particular town field or fields must submit
the following to the attention of the Board of Selectmen prior to
undertaking any maintenance activity:

-Adopt-a-Field Application signed by the necessary Town officials
-Certificate of Insurance from the user organization listing the Town of
Walpole as an additional insured.

-Completed release and hold harmless agreement

2. The applicant will be asked to demonstrate that he/she/group understands
and can perform the tasks required to maintain a sports field in a safe
manner. Items that will need to be addressed include: water source and
usage, security issues related to field access, field surface care plans, and
lighting controls were appropriate. Once this is completed, the application
will be forwarded to the Director of Public Works and Superintendent of
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410-003:

Highway/Parks/Cemeteries who will note their approval or disapproval on
the application form.

Application shall be made to and favorable vote required of the Board of
Sewer & Water Commissioners for irrigation systems, if any, and
required access to the municipal water system. Underground irrigation
well(s) requests shall be presented to the Director of Public Works for
review & approval if so requested.

Upon approval of the Director of Public Works and the Superintendent of
Highways/Parks/Cemeteries on the technical competency of personnel &
plan, the application will be forwarded to the Recreation Committee for
their review and input. A favorable recommendation by the Recreation
Committee to the Board of Selectmen shall be required for the application
to proceed.

Sections 409-002 (2), (3) and (4) must be completed prior to any
consideration or action to be given by the Board of Selectmen.

GENERAL PROVISIONS-INDEPENDENT AND/OR VOLUNTEER
SUPPORT:

The Town of Walpole is not responsible for injuries or damage to persons
or property of the Applicant or his/her representatives, incurred during the
course of field maintenance operations.

All personnel who perform field maintenance and repairs must have a
copy of the approved Adopt-A-Field Application with them at all times
when working on the field and a signed version of the release from
liability, indemnity and hold harmless agreement on file with the Town of
Walpole.

It is the responsibility of the Applicant to provide all labor necessary to
maintain the field and/or related equipment in a safe and usable condition.
It is the responsibility of the Applicant to provide all equipment necessary
to maintain the fields.

It is the responsibility of the Applicant to ensure that all personnel who
maintain the field have the property training and expertise required.
Accessing water supply for irrigation system(s) is the responsibility of the
Applicant. It shall be the discretion of the Superintendent of Water &
Sewer to determine if system connection(s), if any, be done by the
applicant or the Town. The watering of any field(s) shall be done in
conformity with Town water conservation rules & regulations in effect at
the time. The Town will provide the water to be used at no cost to the
organization.

Individuals who perform field maintenance should consider their personal
safety while working late at night or in the early morning. It is advised that
individuals not work alone, but in pairs or small groups. It is further
recommended that a means to initiate emergency notification such as a
cellular phone should accident or injury occur is on hand at all times.
Personnel who perform work on the fields shall wear all safety equipment
and protective clothing/equipment while working on fields.
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10.

410-004:

410-005:

410-006:

If any vandalism or inappropriate use of School or Town property is
observed in progress, do not attempt to personally intervene. Notify the
Walpole Police Department immediately.

Unless approved IN WRITING by the proper Town officials the use of
pesticides, herbicides, or any potentially harmful chemicals on fields is
strictly prohibited.

FIELD SCHEDULING-INDEPENDENT AND/OR VOLUNTEER
SUPPORT:

The Walpole Recreation Director will continue to schedule all events on
Town owned fields. No playing activity will be permitted unless properly
scheduled as noted here.

CANCELLATION OF AGREEMENT-INDEPENDENT AND/OR
VOLUNTEER SUPPORT:

The Town of Walpole reserves the right to close fields and/or terminate
the Adopt-A-Field agreement if:
e Field and/or related equipment are not maintained in a safe
condition.
e Security of a municipal facility is compromised through
negligence.
e Required insurance is not continued in force.
e Maintenance efforts interfere with the safe operation of a
municipal facility, program, or School and/or Town grounds.
e Maintenance efforts are unsuccessful and condition of field(s) has
not improved to the satisfaction of the Board of Selectmen and
Town officials.
e Terms of the Facilities/Fields Use (Adopt-A-Field) Permit are not
observed.

OPTION B” GENERAL PROVISION- PRIVATE GIFT & TOWN
MANAGED FIELD MAINTENANCE:

The Town of Walpole recognizes that some groups will prefer that the
Town Public Works Staff & vendors continue with maintenance duties of
a specific field(s) used by said group, yet desires additional services
beyond those currently available. In this instance, user groups have the
option of requesting the establishment of a Gift Account, where funds
deposited by said group will be used specifically on the field or fields of
the group’s choosing. Said funds are restricted, and may not be used on
other Public Works programs or services.

400-50



410-007:

410-008:

OPTION B PROCESS- PRIVATE_GIFT & TOWN MANAGED
FIELD MAINTENANCE:

The user group shall meet with the Director of Public Works and
Superintendent of Highway/Parks/Cemeteries to outline desired and
achievable goals for said field(s).

The Director of Public Works & staff will determine the appropriate level
of funding required to meet the desired outcomes of the user group, and
shall communicate said figure to the group for review & approval.

Upon acceptance of the “quotation” by the user group, the group shall
deposit those funds with the Board of Selectmen for establishment of the
gift account.

The DPW Director and/or his designee shall expend funds from the
account in accordance with the program plan established at the outset of
the process. Reports of costs and funds expended shall be provided to the
user group at the conclusion of each month of activity.

In the event that additional funds are needed, the DPW Director shall
communicate the need to the user group for consideration and possible
funding.

All decisions on field maintenance processes for said field(s) shall be the
responsibility of the Director of Public Works and/or his designee acting
in compliance with directives issued by the Board of Selectmen and Town
Administrator.

OPTION B SCHEDULING- PRIVATE GIFT & TOWN
MANAGED FIELD MAINTENANCE:

User groups contributing funds in excess of $10,000 shall be afforded a
Priority, but not sole scheduling option for use of said field.

All scheduling for said field(s) shall be maintained by the Walpole
Recreation Director.

No playing activity will be permitted unless properly scheduled as noted
here.

SECTION 411 FIELDUSE & SCHEDULING POLICY

411-001:

PURPOSE:

The Board of Selectmen seeks to provide guidelines on the oversight and
management, including scheduling and cancellations, for the various athletic fields
owned and controlled by the Town of Walpole. Said policy is intended to promote
safe and efficient playing conditions for the youth of Walpole and to protect the
significant investment in and infrastructure of the Town fields.
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411-002:

1.

411-003:

1.

411-004:

SCHEDULING RESPONSIBILITY:

All athletic activities and events of the Walpole Public Schools requiring
use of Town fields is scheduled by the Walpole Athletic Director and
coordinated with the Walpole Recreation Director. School sports programs
shall receive scheduling priority over all non-school events and activities.
All non-school athletic activities and community events requiring use of
Town fields, with the exception of Adams Farm, shall be scheduled and
coordinated by the Walpole Recreation Director.

The Superintendent of Highways/Parks/Cemeteries shall be consulted with
regarding the condition of any field if there is a question of suitability
and/or safety of said field for extracurricular activity.

Any Walpole School Administrator, Recreation official, Department of
Public Works Official, Walpole Police Officer, or any other Town Official
or designated person may deny use of a field and /or require an activity to
stop if conditions outlined in Section 410-003 are present or require said
stoppage.

No field shall be available for playing & sporting activities until spring
thaw is complete.

CANCELLATION OR STOPPAGE OF ACTIVITY & PENALTY:

Conditions that mat require or result in the cancellation or stoppage of an
athletic event or activity upon the Town field(s) are as follows:

a) Field is automatically closed if standing water is evident.

b) Footing is unsure and slippery.

c) Ground is water logged.

d) Grass can be pulled out of the ground easily.

e) Lightning is observed or imminent.

f) Severe weather storms are forecast to arrive within 30 minutes.
League Officials may make use of the field(s) if weather and/or field
conditions change after the initial cancellation (i.e. the sun comes out and
dries the fields). They must use good and sound judgment in
implementing such a decision, however if there is any question as to field
surface suitability, there shall be no play or practice.

Use of a closed field, or one with standing water, jeopardizes the safety of
all, in particular children. Future League/Organization/Coach use of
Town fields may be suspended or prohibited if this occurs. In addition, if
the inappropriate use requires additional maintenance to restore the field to
safe conditions, costs to repair will be charged to the League/Organization.
Any concerns regarding the conditions of a specific field shall be directed
to the Walpole Recreation Department, or to the Director of Public Works.

NOTIFICATION OF FIELD CLOSURE OR CANCELLATIONS:
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1. The Walpole Recreation Department will maintain a list of closed fields as
well as a daily schedule of field activities. Information on field availability
or status changes can be found by visiting www.walpole-ma.gov and
clicking on the Recreation Department link. Phone inquiries may be
directed to (508)660-7354.

SECTION 412 WALPOLE SEWER & WATER DEPARTMENT
STANDARD OPERATING PROCEDURES

412-001: INTRODUCTION

The following Standard Operating Procedures are to be followed by all Sewer &
Water Department employees that are assigned the duties of a Pump Station Operator
or Water System Technician. In the event that a procedure is not outlined, past
practice will be followed only so long as it does not conflict with common sense, or
jeopardize the health and safety of the employee(s) or the public.

Questions regarding any specific procedure shall be directed to a supervisor. Lack of
safety equipment will not be accepted as a valid reason for failure to utilize it. As
personal protection items are depleted it is the responsibility of the employee to notify
a supervisor that replacements are needed.

412-002: PUMPING STATIONS

A Daily Routine:

1. Well fields (including all areas within respective aquifers) shall be observed
as a matter of routine for unusual activity, potential contamination, etc.
Employee(s) are responsible for the protection of Sources as well as physical
equipment. Any situation beyond the operators ability to correct shall be brought
to the attention of a supervisor, and the Emergency Response Plan shall be
followed.

2. Site security shall be checked on arrival, and secured upon departure. Vehicle
access gates, fencing, doors and hatches shall be locked whenever a Water System
Technician or Pumping Station Operator is not present. Alarm systems shall be
armed.

3. The station shall be observed for any unusual condition, including noise,
vibration, odor, smoke, heat or lack of heat, water pressure, etc.

4. Routine data shall be logged including electrical consumption, water level,
daily production and pressure, and the date & time of inspection.

5. Pump packing shall be observed and packing gland adjusted or packing
replaced as necessary.
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6. Pump oil shall be observed for level and condition, with addition or
replacement of oil as needed.

7. Bearings shall be observed for noise and temperature, with greasing as
needed.

8. Any trash or debris on the grounds shall be picked up immediately.

9. Stations are to be visited twice per day, the first visit to take place early in the
morning at the same time each day to insure a true 24-hour production reading.

0. All walkways and gates are to be cleared of snow after each snowstorm.

B. Weekly Routine:

1. Auxiliary power systems are to be run under load, checking oil, coolant,
battery and general condition prior to starting any engine.

2. Observation well levels are to be recorded.

L

Specific capacities are to be recorded.

&

Propane storage tanks are to be checked, regardless of season.

5. Grass and weeds shall be cut seasonally; use of any chemical, including
pesticides and herbicides, is strictly prohibited. All work is to be completed
manually, i.e. by hand or mechanically.

C. Monthly Routine:

Stations are to be cleaned bi-weekly (twice a month), including but not limited to
floor sweeping and floor wash down.

D. Annual Routine:

1. Pumps with oil filled bearings are to have the oil changed if it was not done
during an annual well cleaning / redevelopment.

2. Piping shall have any corrosion or flaking paint scraped, and new paint
applied during the winter season.

3. Walls and any surface that does not form condensation shall be painted as
needed regardless of season.

4. Stations with stone landscaping shall be leveled as required.
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E. Repairs:

1. All repairs are to be performed by qualified personnel using the proper safety
equipment.

2. Equipment under repair shall be “locked out”.

3. All electrical work or troubling-shooting requiring physical contact shall be
performed by a licensed electrician.

4. Any electrical enclosure that is opened by an operator shall have the power
disabled prior to opening.

5. Stations shall be properly isolated and pumps locked out prior to disassembly
of any discharge piping.

412-003 BOOSTER STATIONS

A. Daily Routine:

1. Station grounds are to be observed for any unusual condition.

2. Site security shall be checked on arrival, and secured upon departure. Vehicle
access gates, fencing, doors and hatches shall be locked whenever a Water System
Technician or Pumping Station Operator is not present. Alarm systems shall be
armed.

3. The station shall be observed for any unusual condition, including noise,
vibration, odor, smoke, heat or lack of heat, water pressure, flooding, etc.

4. Routine data shall be logged including electrical consumption, tank level,
runtime hours, system and discharge pressure, and the date & time of inspection.

5. Pump packing shall be observed and packing gland adjusted or packing
replaced as necessary.

6. Pump oil shall be observed for level and condition, with addition or
replacement of oil as needed.

7. Bearings shall be observed for noise and temperature, with greasing as
needed.

8. Any trash or debris on the grounds shall be picked up immediately.
9. Stations are to be visited twice per day.
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10. All walkways and gates are to be cleared of snow after each snowstorm.

B. Weekly Routine:

1. Auxiliary power systems are to be run under load, checking oil, coolant,
battery and general condition prior to starting any engine.

2. Grass and weeds shall be cut as season warrants; use of any chemical,
including pesticides and herbicides, is strictly prohibited. All work is to be
completed manually, i.e. by hand or mechanically.

C. Monthly Routine:

1. Stations are to be cleaned bi-weekly (twice a month), including but not limited
to floor sweeping and floor wash down.

D. Annual Routine:

1. Pumps with oil filled bearings or hydroconstant drives shall have the oil
changed.

2. Piping shall have any corrosion or flaking paint scraped, and new paint
applied during the winter season.

3. Walls and any surface that does not form condensation shall be painted as
needed regardless of season.

4. Stations with stone landscaping shall be leveled as required.

E. Repairs:

1. All repairs are to be performed by qualified personnel using the proper safety
equipment.

2. Equipment under repair shall be “locked out”.

3. All electrical work or troubling-shooting requiring physical contact shall be
performed by a licensed electrician.

4. Any electrical enclosure that is opened by an operator shall have the power
disabled prior to opening.

5. Stations shall be properly isolated and pumps locked out prior to disassembly
of any discharge piping.
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412-004: TREATMENT FACILITIES

A. Daily Routine:

1. Treatment Facility security shall be checked on arrival and secured upon
departure. Vehicle access gates, fencing, doors and hatches shall be locked
whenever a Water System Technician is not present. Alarm systems shall be
armed.

2. Facility shall be observed for any unusual condition, including noise,
vibration, odor, smoke, heat or lack of heat, water pressure, flooding, etc.

3. Routine data shall be logged including electrical consumption, equipment
runtime hours, filter differential pressures, filter flow rates, filter runtimes,
chemical pump settings, chemical usage, bulk chemical supply, daily influent,
daily effluent, supernatant returned, backwash water quantity, sludge discharge
quantity, and the date & time of inspection. All other data required for operation,
maintenance, performance tracking and Permit compliance of facility equipment
shall be collected.

4. Raw, filtered and finished water shall be analyzed for routine parameters
(color, iron, manganese, pH, free chlorine residual, and fluoride level).

5. Samples for outside lab testing shall be collected per DEP, EPA and MWRA
schedules.

6. EJD sewer grinder station shall be checked.
7. All online analyzers are to be checked and calibrated / maintained as required.

8. All pumps are to be checked according to their type. This shall include
pressure, packing glands, oil reservoirs, greased bearings and motor temperature.

9. Aeration tower blowers are to have the screens cleared.

10. Any trash or debris on grounds or in facility are to be picked up immediately.
11. Plant walkthrough shall be performed twice at a minimum, with the first
walkthrough being performed first thing in the morning at the same time each

day.

12. All walkways, doors, and gates are to be cleared of snow after each
snowstorm.

B. Weekly Routine:
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1. Auxiliary power systems are to be run under load, checking oil, coolant,
battery and general condition prior to starting any engine. Intake and exhaust
louvers are to be checked for proper opening and closing.

2. Discharge of water at the H.E. Willis lagoons shall be monitored at the weirs
per EPA Permit requirements.

3. Grass and weeds are to be cut as season warrants; use of any chemical,
including pesticides and herbicides, is strictly prohibited. All work is to be
completed manually, i.e. by hand or mechanically.

C. Monthly Routine:

1. Facilities are to be cleaned bi-weekly (twice a month), including but not
limited to floor sweeping and floor wash down.

2. Analyzers with 30 day reagent supplies are to be filled as required.

D. Annual Routine:
1. Pumps with oil filled bearings are to have the oil changed.
2. Chemical pumps shall have the oil changed.

3. Piping shall have any corrosion or flaking paint scraped, and new paint
applied during the winter season.

4. Walls and any surface that does not form condensation shall be painted as
needed regardless of season.

5. Filter media shall be inspected bi-annually (every six months).

E. Repairs:

1. All repairs are to be performed by qualified personnel using the proper safety
equipment.

2. Equipment under repair shall be “locked out”.

3. All electrical work or troubling-shooting requiring physical contact shall be
performed by a licensed electrician.

4. Any electrical enclosure that is opened by an operator shall have the power
disabled prior to opening.
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5. Facility equipment shall be properly isolated and pumps locked out prior to
disassembly of any discharge piping.

6. Repairs involving chemical shall be performed by a minimum of two
personnel.

7. All trac-vac repairs are to be performed by a minimum of two personnel.

412-005: SEWER STATIONS

A Daily Routine:

1. Site security shall be checked on arrival, and secured upon departure.

2. Station grounds shall be observed for unusual conditions, such as sewer
overflow, odor, etc.

3. Station shall be observed for any unusual condition, including noise,
vibration, odor, smoke, heat or lack of heat, wastewater pressure, etc.

4. Routine data shall be logged including TDH, suction and discharge pressure,
runtime hours, electrical usage, and the date & time of inspection.

5. Pump oil condition and level shall be checked, with addition or replacement
as required.

6. Any trash or debris on grounds shall be picked up immediately.

7. All walkways and gates are to be cleared of snow after each storm.

B. Weekly Routine:

1. Auxiliary power systems are to be run under load, checking oil, coolant,
battery and general condition prior to starting any engine. Intake and exhaust
louvers are to be checked for proper opening and closing.

2. Propane storage tanks are to be checked, regardless of season.

3. Grass and weeds are to be cut as season warrants.

C. Monthly Routine:

1. Wet wells are to be inspected for grease and debris, with degreasing material
applied as needed.
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2. Facilities are to be swept and floors washed down.
3. Cobwebs are to be removed if present.

D. Annual Routine:

1. Pumps are to have the oil changed.

2. Piping shall have any corrosion or flaking paint scraped, and new paint
applied.

3. Walls and any surface that does not form condensation shall be painted as
needed regardless of season.
E. Repairs:

1. All repairs are to be performed by qualified personnel using the proper safety
equipment, including eye & face protection as well as rubber gloves.

2. Equipment under repair shall be “locked out”.

3. All electrical work or troubling-shooting requiring physical contact shall be
performed by a licensed electrician.

4. Any electrical enclosure that is opened by an operator shall have the power
disabled prior to opening.

5. Facility equipment shall be properly isolated and pumps locked out prior to
disassembly of any discharge piping.

412-006: STORAGE TANKS

A. Daily Routine:

1. Site security shall be checked on arrival and secured upon departure.
2. Tank level shall be checked by direct reading of gauge.
3. Tanks shall be checked once per day.

4. Tank heater shall be checked for proper operation as season warrants. Heater
shall be removed and stored at the end of winter as temperatures allow.

5. Any trash or debris on the grounds shall be picked up immediately.
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B. Weekly Routine:

1. Grass and weeds shall be cut as season warrants.

C. Monthly Routine:

1. Tank sites and storage tanks shall be inspected and the MassDEP inspection
form “PWS Monthly Storage Tank Inspection Log” shall be completed and
returned to a supervisor.

D. Annual Routine:

1. Tanks shall be pressure washed as required.

412-007: PRESSURE REGULATING VALVES

Quarterly Routine

All PRV’s shall be inspected on a quarterly basis. Upstream and downstream pressure
gauge readings shall be recorded, the strainers blown off to remove debris, and
current valve position noted. The condition of the vault, piping, butterfly valves and
PRV shall be observed.

Gauge readings from each location shall be compared to prior readings, and any
deviations from normal shall be immediately reported.

412-008 SEPTAGE FACILITY

A Daily Routine:

1. Prior to receiving any load, the operator shall check that the hauler has a
current license to dispose of waste issued by the Town and by the MWRA. No
load shall be received without an accompanying manifest detailing each site
where material was collected, and which has been completed fully.

2. As well as checking for pH, the operator shall observe for any unusual
conditions of the sample provided by the hauler; the sample shall be drawn from
the truck in the operator’s presence.

3. No load shall be accepted with a pH of less than 5.5 or greater than 9.5 .

4. All deliveries shall be received with the building vehicle door closed. The
truck shall discharge only through the bar screen, with the exception that the
storage tank may be used in an emergency.
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5. Spills during unloading are to cleaned up by the hauler.

6. The bar screen shall be cleaned after each delivery, and dried material from
the rack shall be removed.

7. KMmO4 shall be applied to all deliveries using the injection system. The odor
control equipment, air handler, aerator and screw feed system shall all be
observed for proper operation. The activated carbon indicator tag and gas analyzer
shall be checked for proper operation.

8. All removed grit shall be placed in the provided dumpster, which shall be
locked when not in use.

412-009 SAFETY

Proper safety procedures shall be followed at all times; if a procedure does not exist
for a particular situation, common sense is to be followed. Safety is not limited to the
Water System Technician and their co-workers; it includes all other persons present,
as well as the public who may be affected by the actions or lack of action by the
Technician.

Proper safety encompasses more than repair of equipment; proper maintenance of
equipment is vital to ensuring that it operates properly and does not fail in such a way
as to be a danger to personnel or the public. Failure may include mechanical
situations such as rotating or moving equipment, high voltage electrical equipment,
chemical feed devices and piping, analyzers and monitoring devices that protect the
public health.

Equipment that fails due to negligence or improper maintenance may result not only
in a chemical application over-dose or under-dose, but reduced capacity to supply
potable water at proper pressures, as well as reducing public safety and fire protection
resources.

Personal safety measures outlined in previous sections of this document shall be
followed. Protective gear appropriate to the work being performed shall be used;
work performed goes beyond repairs, and shall encompass daily routine, such as
using hearing protection in noisy environments, eye and face protection, rubber
gloves where sanitary hazards exist, etc. If the proper safety equipment is not
available or requires replacement, it is the responsibility of the employee to notify a
supervisor in a timely manner. Misuse or abuse of existing safety devices will not be
tolerated.

No employee shall work alone on any project hazardous by nature, i.e. chemical
handling equipment, work requiring heavy lifting, confined spaces etc. If the
employee is not qualified to perform a particular repair, such as electrical work, the
company or individual contracted by the Town of Walpole shall be used.
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412-010 SAMPLE COLLECTION/MONITORING

Water System Technicians and Pump Station Operators shall collect all required
samples necessary to comply with MassDEP, EPA and MWRA permits or sample
schedules, as well as routine departmental samples required to monitor the water
distribution and sewer collection systems.

Each sample shall be collected using the appropriate sampling and transportation
procedures and techniques, as dictated by the requirements of the parameter(s) being
monitored.

412-011 APPENDIX

A. CHEMICAL DELIVERY PROCEDURES H.E. WILLIS WATER TREATMENT
PLANT (SWD SOP 05-01)

The following procedure shall be used during the delivery of chemicals at the H.E.
Willis Water Treatment Plant.

Prior to a bulk chemical delivery the Technician supervising the delivery shall ensure
that the containment valve is in the closed position and remains closed the entire time
the delivery vehicle is on the premises. When the delivery vehicle has left the site and
it is safe to do so, the containment valve shall be opened and left opened until the next
delivery. It remains the responsibility of the Technician handling the transfer
operation to insure that the containment valve is in the proper position at all times
regardless of whether or not assistance was provided by other staff.

In the event that the Technician handling the delivery is called away, these
responsibilities shall be assumed entirely by the Technician who takes over the
remainder of the bulk chemical transfer supervision duties.

H:\2012 Information\Procedures\HEW Chemical Delivery Procedures.doc

B. SLUDGE MEASUREMENT AT H.E. WILLIS WATER TREATMENT
PLANT (SWD SOP 06-01)

Each day the residual tanks and the recycle tank are to be measured for sludge depth
using the Sludge Judge. Record the depth of sludge on the daily log in the space
provided.

The residual pumps are to be run as required to prevent sludge carry over into the
recycle tank. The daily measurements and the residual tank pump downs shall both be
done prior to starting the Water Treatment Plant.

H:\2012 Information\Procedures\Sludge Measurement at HEW WTP.doc
400-63


../../../2012
../../../2012

C. CHEMCIAL FEED PUMP OPERATIONS (SWD SOP 06-02)

In order to insure the safety of personnel and the water consumers the following
procedures shall be followed when it becomes necessary to place a chemical feed
pump in the "Hand" position. These shall be performed without deviation and shall be
standard operating procedure.

* The Technician controlling the pump will notify another Technician that the pump
is being placed in "Hand". If another Technician is not available, a supervisor will be
notified instead. The second individual will be equally responsible in ensuring that
the pump is placed back to "Automatic” or "Off as the case warrants.

* Prior to placing the pump in Hand the Technician will make sure that it is safe to do
SO.

* The supply and discharge valves will be in the correct position for the application,
and the chemical will be discharged to a safe location at a safe pumping rate.

» When working on the feed equipment, it shall be de-energized using both software
control (SCADA) and hardware control i.e. switches or breakers.

* The chemical line valves will be shut off in a manner that prevents chemical from
being supplied or back fed towards the disassembled equipment.

H:\2012 Information\Procedures\Chemical Fee Pump Operations.doc

D. ALARM LOGGING (SWD SOP 07-01)

All alarms that occur after hours (i.e. overtime calls) shall be recorded in the provided
Call-Out Alarm Log by the technician who responds to the alarm. This log is to
remain at the Edward J. Delaney Water Treatment Facility in the control room.

H:\2012 Information\Procedures\Alarm Logging.doc

E. BULK CHEMICAL DELIVERIES (SWD SOP 07-02)
The following procedures are to be followed during bulk chemical deliveries.

When receiving a delivery, sign only the "correct tank connection” line on the Bill of
Lading after the driver hooks up to the fill port. Do not sign the "Received in good
condition™ line until after the delivery is complete. Show the driver the bulk tank level
prior to delivery, and again after the delivery so that they are aware of what was
physically delivered.

If the delivery is short, have the driver note it on the Bill of Lading and record the
delivered quantity. Once this is done the -'received in good condition” line can be
signed. Do not sign for product we did not receive.

To convert the pounds of product on the truck to gallons, multiply the S.G. on the
certificate of analysis by 8.34, and then divide the pounds of product by this number.
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H:\2012 Information\Procedures\Bulk Chemical Deliveries.doc

F. CHEMICAL DAY TANKS (SWD SOP 07-03)

All chemical day tanks at the water treatment plants are to be filled completely each
morning by the plant operator as part of the daily routine. The day tanks with a
capacity of greater than 24 hours shall not be operated in their middle to lower range.

It is a basic function of the plant operators to evaluate the remaining quantity of
chemical in the bulk storage tanks, and to request a delivery as required. The operator
shall ensure that there is enough chemical to keep the plant running regardless of
weekends, holidays, system demand etc. The bulk storage tanks will also maintain a
contingency quantity, and will not be allowed to run down to the point of being
critically low.

H:\2012 Information\Procedures\Chemical Day Tanks.d

G. OPERATION OF DRINKING WATER FACILITIES (SWD SOP 08-01)
All operational adjustments and/or changes made to the Treatment & Distribution
Facilities shall be made utilizing sound judgment, based on the Water Systems
Technicians experience and job knowledge, to the best of their abilities. The
operation of a water supply is not a static process, but one which requires careful
observation, demanding both proactive and reactive responses to change as required.

Any adjustments made must be in the best interests and safety of the public, as well
as the safe and efficient operation of the facilities. Every change shall have a valid
reason; it may be a correct response, or due to human nature an error, but it shall
without exception have a valid reason for taking place.

All changes regardless of degree shall be recorded by the operator that made it, - NO
EXCEPTIONS.

H:\2012 Information\Procedures\Operation of Drinking Water Facilities.doc
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Town Of Walpole
Board of Selectmen

500 HEALTH & HUMAN SERVICES

SECTION 501 HIPAA POLICY

The Town of Walpole by vote of its Board of Selectmen will comply with the
Privacy Regulations of the Health Information Portability and Accountability Act of
1996. The Town shall limit the use of and access to Protected Health Information
which is held by the Town or its lawful agents. Protected Health Information (PHI) is
any written, oral or electronic form of information relating to a person’s past, present
or future health condition, delivery or payment of health services that identifies an
individual or where there is a reasonable basis to believe the information could be
used to identify an individual. Administrative, technical and physical safeguards
established to limit use and access to protected health information are stated as an
integral part of this policy, established as part of daily operating procedures and will
be maintained by all responsible staff and representatives of lawful agents and
business associates of the Town of Walpole.

To assure this commitment to compliance the Board of Selectmen designates a
Privacy Officer who shall have the responsibility:

-To keep the Board of Selectmen and Town and School Administrations informed
of all changes, updates, requirements, responsibilities, claims, etc. concerning
the HIPAA privacy regulations

-To maintain documentation of the Town’s efforts to comply with HIPAA
privacy regulations

-To ensure that plan subscribers are sent privacy notices and new enrollees

receive said notices

-To track any protected health information disclosures

-To process authorizations for disclosure and use of protected health information

-To resolve complaints from participants about possible privacy violations

-To serve as the Town’s liaison with the group health insurance program third

party administrator, relevant business associates, and health insurance carriers,

communicating the Town’s commitment and securing the commitment of these
entities to the privacy and security of protected health information

-To maintain all required authorizations, agreements, etc. relative to the protected

health information of group health insurance program participants

-To monitor the Town’s compliance with HIPAA privacy regulations on a regular
basis

The Privacy Officer will receive the total support of the Board of Selectmen,
Town Administration and senior management. The Privacy Officer of the Town of
Walpole is
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covered under the Town’s liability insurance in the legal performance of his/her
duties and has access to the Town’s legal counsel in the same regard.

In accordance with HIPAA, only the Town of Walpole Personnel & Benefits
Coordinator may be given access to protected health information in order to legally
perform the position duties and administer the Town’s group health and dental
insurance program.

The Town of Walpole communicates its commitment to HIPAA Privacy
Regulations through:

-Adoption of this policy by the Board of Selectmen,

-Distribution of this policy to and training of all department heads concerning the

definition, security and authorization of protected health information,

-Distribution of the privacy notice to all subscribers to the self-insured group

health insurance plans,

-Posting of this policy on the Town of Walpole Website, and

-Including the privacy notice in the new employee benefits package.

As an employer, the Town of Walpole may use protected health information in its
possession without specific authorization from the employee for treatment, payment,
quality assessment, medical review and auditing, studies to improve the group’s
health care quality or reduce health care costs, compiling civil/criminal proceedings,
and any other use required by law for public health, communicable disease, abuse or
neglect, or food and drug administration purposes. Information which is normally
maintained in the employment record which is not classified as protected health
information includes all forms, responses, inquiries and data relative to the family
medical leave act, drug screenings, fitness for duty, workers compensation, disability,
life insurance, the occupational safety and health act and sick leave.

Protected health information may be released for other purposes by the
authorization of the employee submitting the established form in person to the
Privacy Officer. The use and/or disclosure of protected health information is limited
to the specific information for the specific purpose to and from the specific individual
and/or entity for a specific time period as delineated in the authorization form. Group
health insurance program participants are allowed to review their protected health
information that is held by the Town and to make corrections to errors. Upon request
a participant will be provided with an accounting of disclosures of protected health
information.

The Town of Walpole separates protected health information from the
employment record and retains such information in a locked file accessible only to
the Personnel & Benefits Coordinator and under special circumstances other Town
Officials that have a bona fide need to know to accomplish legal town business. All
entities which could receive protected health information (Group Benefits Strategies
as the third party administrator, ambulance billing company, fully insured plan
providers, legal counsel, actuaries and consultants) must enter into a business
associate agreement with the Town of Walpole in which both parties commit to
compliance with the HIPAA Privacy Regulations and providing satisfactory

500-2



assurances that the business associate will appropriately safeguard the protected
health information.

Participants that believe they have been aggrieved by the use or disclosure of
protected health information may file a written grievance with the Privacy Officer
within sixty (60) calendar days of the use or disclosure of the protected health
information or within fifteen (15) In accordance with HIPAA, only the Town of
Walpole Personnel & Benefits Coordinator may be given access to PHI calendar days
of their knowledge of said use or disclosure. The grievance must delineate the
specifics of the complaint, including but not limited to:

1. what unauthorized protected health information was released

2. who received the protected health information and/or is knowledgeable
of the protected health information

3. when was the protected health information released and/or when did
the complainant become aware of the unauthorized knowledge of the
protected health information

4. what was the result of the release of the unauthorized protected health
information

The Privacy Officer will meet with the complainant as soon as possible after the
receipt of the grievance. During this meeting the Privacy Officer will discuss the
issue brought forward with the complainant. The Privacy Officer will investigate the
allegations of the complaint with the full support and assistance of Town and/or
School Administration and if necessary legal counsel. The Privacy Officer will
provide a written report of his/her findings and recommended action, if warranted, to
the Town Administrator and the complainant within thirty (30) calendar days from
the date of the meeting with the complainant. If for some reason the Privacy Officer is
unable to conduct this meeting and/or investigation the Town Administrator shall
appoint a Senior Manager to perform these duties.

Complainants may also contact the Federal Offices of the Department of Health
and Human Services for assistance.

The Town of Walpole will comply with the Privacy Regulations established by
the Federal Government and requires its employees to observe and comply with this
policy and the use of the proper procedures and policy documents. Employees found
to have breached protected health information security will be subject to sanctions
from verbal reprimand up to and including termination, dependent upon the
seriousness, willfulness and ramifications of the breach.

SECTION 502 HIPAA PRIVACY NOTICE

This notice describes how medical information about you may be used and
disclosed and how you can get access to this information. Please review it carefully.

If you have any questions about this Notice please contact: our Privacy Contact
who is James Johnson, Assistant Town Administrator, Room 110, Walpole Town
Hall.
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This Notice of Privacy Practices describes how we may use and disclose your
protected health information to carry out treatment, payment or health care operations
and for other purposes that are permitted or required by law. It also describes your
rights to access and control your protected health information. “Protected health
information” is information about you, including demographic information, that may
identify you and that relates to your past, present or future physical or mental health
or condition and related health care services.

Uses and Disclosures of Protected Health Information

We use health information about you for treatment, to obtain payment for
treatment, for administrative purposes, and to evaluate the quality of care that you
receive. We may use or disclose identifiable health information about you without
your authorization for several other reasons. Subject to certain requirements, we may
give out health information without your authorization for public health purposes, for
auditing purposes, for research studies, and for emergencies. We provide information
when otherwise required by law, such as for law enforce in specific circumstances. In
any other situation, we will ask for your written authorization before using or
disclosing any identifiable health information about you. If you choose to sign an
authorization to disclose information, you can later revoke that authorization to stop
any future uses and disclosures.

We may change our policies at any time. Before we make a significant change in
our policies, we will change our notice and post the new notice. You can also request
a copy of our notice at any time. For more information about our privacy practices,
contact the person listed below.

The Federal regulations that govern the use and disclosure of protected health
information may require us to disclose your health information in any of the
following situations:

Required By Law. We may use or disclose your protected health information
to the extent that law requires the use or disclosure. The use or disclosure will be
made in compliance with the law and will be limited to the relevant requirements
of the law. You will be notified, as required by law, of any such uses or
disclosures.

Public Health. We may disclose your protected health information for public
health activities and purposes to a public health authority that is permitted by law
to collect or receive the information. The disclosure will be made for the purpose
of controlling disease, injury or disability. We may also disclose your protected
health information, if directed by the public health authority, to a foreign
government agency that is collaborating with the public health authority.

Communicable Diseases. We may disclose your protected health information,
if authorized by law, to a person who may have been exposed to a communicable
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disease or may otherwise be at risk of contracting or spreading the disease or
condition.

Health Oversight. We may disclose protected health information to a health
oversight agency for activities authorized by law, such as audits, investigations,
and inspections. Oversight agencies seeking this information include government
agencies that oversee the health care system, government benefit programs, other
government regulatory programs and civil rights laws.

Abuse or Neglect. We may disclose your protected health information to a
public health authority that is authorized by law to receive reports of child abuse
or neglect. In addition, we may disclose your protected health information if we
believe that you have been a victim of abuse, neglect or domestic violence to the
governmental entity or agency authorized to receive such information. In this
case, the disclosure will be made consistent with the requirements of applicable
federal and state laws.

Food and Drug Administration. We may disclose your protected health
information to a person or company as directed or required by the Food and Drug
Administration (i) To or report adverse events (or similar activities with respect to
food of dietary supplements), product defects or problems (including problems
with the use or labeling of a product), or biological product deviations, (ii) to
track FDA-regulated products, (iii) to enable product recalls, repairs or
replacement, or lookback (including locating and notifying individuals who have
received products that have been recalled, withdrawn, or are the subject of
lookback), or (iv) to conduct post-marketing surveillance.

Legal Proceedings. We may disclose protected health information in the
course of any judicial or administrative proceeding, in response to an order of a
court or administrative tribunal (to the extent such disclosure is expressly
authorized), in certain conditions in response to a subpoena, discovery request or
other lawful process.

Law Enforcement. We may also disclose protected health information, so
long as applicable legal requirements are met, for law enforcement purposes.
These law enforcement purposes include (1) legal processes and otherwise
required by law, (2) limited information requests for identification and location
purposes, (3) pertaining to victims of a crime, (4) suspicion that death has
occurred as a result of criminal conduct, (5) in the event that a crime occurs on
the premises of the practice, and (6) medical emergency (not on the Practice’s
premises) and it is likely that a crime has occurred.

Coroners, Funeral Directors, and Organ Donation. We may disclose
protected health information to a coroner or medical examiner for identification
purposes, determining cause of death or for the coroner or medical examiner to
perform other duties authorized by law. We may also disclose protected health
information to a funeral director, as authorized by law, in order to permit the
funeral director to carry out their duties. We may disclose such information in
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reasonable anticipation of death. Protected health information may be used and
disclosed for cadaveric organ, eye or tissue donation purposes.

Criminal Activity. Consistent with applicable federal and state laws, we may
disclose your protected health information, if we believe that the use or disclosure
is necessary to prevent or lessen a serious and imminent threat to the health or
safety of a person or the public. We may also disclose protected health
information if it is necessary for law enforcement authorities to identify or
apprehend an individual.

Military Activity and National Security. When the appropriate conditions
apply, we may use or disclose protected health information of individuals who are
Armed Forces personnel (1) for activities deemed necessary by appropriate
military command authorities; (2) for the purpose of a determination by the
Department of Veterans Affairs of your eligibility for benefits, or (3) to foreign
military authority if you are a member of that foreign military services. We may
also disclose your protected health information to authorized federal officials for
conducting national security and intelligence activities, including for the
provision of protective services to the President or others legally authorized.

Workers’ Compensation. Your protected health information may be disclosed
by us as authorized to comply with workers’ compensation laws and other similar
legally-established programs.

Inmates. We may use or disclose your protected health information if you are
an inmate of a correctional facility and your physician created or received your
protected health information in the course of providing care to you.

Required Uses and Disclosures. Under the law, we must make disclosures to
you and when required by the Secretary of the Department of Health and Human
Services to investigate or determine our compliance with the requirements of
Section 164.500 et. seq.

Your Rights

The following is a statement of your rights with respect to your protected health
information and a brief description of how you may exercise these rights.

You have the right to inspect and copy your protected health information.
This means you may inspect and obtain a copy of protected health information
about you that is contained in a designated record set for as long as we maintain
the protected health information. A “designated record set” contains medical and
billing records and any other records that your physician and the practice uses for
making decisions about you. Under federal law, however, you may not inspect or
copy the following records; psychotherapy notes; information compiled in
reasonable anticipation of, or use in, a civil, criminal, or administrative action or
proceeding, and protected health information that is subject to law that prohibits
access to protected health information. Depending on the circumstances, a
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decision to deny access may be reviewable. In some circumstances, you may have
a right to have this decision reviewed. Please contact our Privacy Contact if you
have questions about access to your medical record.

You have the right to request a restriction of your protected health
information. This means you may ask us not to use or disclose any part of your
protected health information for the purposes of treatment, payment or healthcare
operations. You may also request that any part of your protected health
information not be disclosed to family members or friends who may be involved
in your care or for notification purposes as described in this Notice of Privacy
Practices. Your request must state the specific restriction requested and to whom
you want the restriction to apply. We are not required to agree to a restriction that
you may request, but if we do agree to the requested restriction, we may not use
or disclose your protected health information in violation of that restriction unless
it is needed to provide emergency treatment.

You have the right to request to receive confidential communications from us
by alternative means or at an alternative location. We will accommodate
reasonable requests. We may also condition this accommodation by asking you
for information as to how payment will be handled or specification of an
alternative address or other method of contact. We will not request an
explanation from you as to the basis for the request. Please make this request in
writing to our Privacy Contact.

You may have the right to have your physician amend your protected health
information. This means you may request an amendment of protected health
information about you in a designated record set for as long as we maintain this
information. In certain cases, we may deny your request for an amendment. If we
deny your request for amendment, you have the right to file a statement of
disagreement with us and we may prepare a rebuttal to your statement and will
provide you with a copy of any such rebuttal. Please contact our Privacy Contact
to determine if you have questions about amending your medical record.

You have the right to receive an accounting of certain disclosures we have
made, if any, of your protected health information. This right applies to
disclosures for purposes other than treatment, payment or healthcare operations as
described in this Notice of Privacy Practices. It excludes disclosures we may have
made to you, for a facility directory, to family members or friends involved in
your care, or for notification purposes. You have the right to receive specific
information regarding these disclosures that occurred after April 14, 2003. You
may request a shorter timeframe. The right to receive this information is subject
to certain exceptions, restrictions and limitations.

You have the right to obtain a paper copy of this notice from us, upon request,
even if you have agreed to accept this notice electronically.

Complaints
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You may complain to us or to the Secretary of Health and Human Services if you
believe your privacy rights have been violated by us. You may file a complaint with
us by notifying our privacy contact of your complaint. We will not retaliate against
you for filing a complaint.

SECTION 503 CONTRIBUTORY GROUP INSURANCE BENEFITS R&R

POLICY: The Town of Walpole, acting by and through its duly elected Board of
Selectmen and in accordance with Section 14 of Chapter 32B of the General Laws of the
Commonwealth of Massachusetts, does hereby formallyl adopt and establish the
following rules and regulations governing certain eligibility and administrative guidelines
for the Town's contributory insurance benefit offerings. The Board of Selectmen reserves
the right to alter, modify, amend and/or eliminate any and all benefits, benefit levels and
plans offered by the Town pursuant to Chapter 32B of the General Laws. The Board of
Selectmen also specifically reserves the right to add to, modify and/or delete any and all
provisions of these rules and regulations at any time. Divergence from the following shall
only be permitted through collective bargaining agreement and/or employment agreement
executed by the Board of Selectmen or the School Committee. Any divergence from
these rules and regulations must be approved by the Board of Selectmen as the
appropriate public authority in the Town. These rules and regulations are relevant to
M.G.L. C.32B. The Board of Selectmen shall be further guided by additional
administrative policies and procedures to comply with federal, state or local regulations
or requirements as they relate to group medical, dental and life insurance programs (i.e.
COBRA, HIPP A, collective bargaining, etc.)

503-001: Employee Eligibility

Employees in a permanent or probationary status that work an average of twenty (20)
hours or more per week over a consecutive fifty-two (52) weeks are eligible to
participate in the Town of Walpole health, dental and life insurance programs

503-002: Part-time Employee Eligibility

Permanent part-time employees who are regularly scheduled to work, and who do in fact
regularly work twenty or more hours per week shall be considered eligible to participate
in the Town's group insurance benefits program for so long as they continue to regularly
work a minimum of twenty (20) hours per week. For the purposes of this regulation
"regularly” working twenty (20) hours per week shall mean working the minimum of an
average of twenty (20) hours per week over a consecutive fifty-two (52) weeks or one
thousand forty (1040) hours in the plan year (July 1 - June 30).

Part-time teachers classified as .5 FTE or greater shall be determined to be working
twenty (20) hours or more per week for the Town, and shall therefore be considered
employees in accordance with M.G.L. ¢.32B,s2(d).

503-003: Temporary and Seasonal Employee Eligibility
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Temporary employees working twenty (20) hours per week or more, whose service to the
Town is expected to last six month or longer, shall be eligible for benefits in accordance
with M.G. L. c. 32B. Seasonal employees whose service to the Town is expected to last
less than six (6) months, regardless of the number of hours worked per week, shall be
ineligible for benefits in accordance with M.G.L. c. 32B.

503-004: Divorced or Separated Spouses

In the event that a court of competent jurisdiction grants a judgment absolute of divorce
or of separate support, the divorced employee, if otherwise enrolled and eligible to
receive M.G.L. 32B benefits from the Town, and his or her spouse may remain eligible
for benefits under the Town's group insurance benefit program, in accordance with
Section 9H of M.G.L. c. 32B, provided that each of the following conditions are met:

A. In the event that the employee/subscriber is not remarried:

1. The Town must be provided with a court certified version of the judgment
of divorce or of separate support, which mandates that the spouse of the
Town employee/retiree remain on the Town-offered group insurance plan.

2. The employee/retiree must maintain a family plan covering him/herself
and his or her divorced or separated spouse and any qualified dependents,
if applicable.

3. The former spouse of the employee/retiree shall, notwithstanding any
contrary provision of these rules and regulations, lose any eligibility rights
upon remarriage of such former spouse

B. In the event that the employee/subscriber remarries and wishes to enroll his  or
her new spouse as a dependent under the Town's group insurance  benefit
program:

1. The Town must be provided with a court certified version of the judgment
of divorce or of separate support, which mandates that the spouse of the
Town employee/retiree remain on the Town-offered group insurance plan.

2. The Town of Walpole employee/retiree shall be responsible to pay the full
monthly premium (one hundred percent (100%) of the monthly rate) for
the plan in which the divorced/separated spouse is enrolled, or 100% of
any additional cost for a rider to the employee's/retiree's family plan if
applicable. The decision as to whether or not a rider or an individual plan
shall be purchased shall be left to the sole discretion of the Board of
Selectmen or the Town Administrator as its designee.

3. Such payments for the premium in which the divorced/separated spouse is
enrolled shall be made by direct payment to the Town of Walpole through
the Town Administrator's designee(s) (Finance Director, Human Resource
Administrator, etc.) Reimbursement of said funds from the
divorced/separated spouse must be pursued by the employee/retiree on
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his/her own accord. Any payment not received by the Town within thirty
days of due date may result in the cancellation of enroliment in the benefit
plan.

503-005:  Surviving Spouse:

A

Upon the death of retiree, the surviving spouse can maintain their health insurance
coverage at 50% of the monthly premium. If the surviving spouse remarries they
will no longer be eligible to continue on the Town of Walpole's health insurance
program.

Upon the death of an employee, depending upon their status in the retirement
system at the time of death, the surviving spouse may be entitled to survivor
health benefits if employee is fully vested in the retirement system; employee has
selected Option "D" during their membership-in-service with the retirement
board; or if the employee dies as a result of an injury sustained or hazard
undergone in the performance of their duty. If one of these three conditions exist,
the surviving spouse can maintain their health insurance coverage at 50% of the
monthly premium.

Payment for coverage will be deducted from their monthly pension check, of if
none, a direct payment in advance of the coverage month will be required.

503-006:  Retiree Eligibility

A

Upon retirement, eligible individuals may participate in the Town's contributory
group health and life insurance programs, to the extent allowed by the various
insurance providers and in accordance with all relevant provisions of M.G.L. c.
32B, provided that they otherwise qualify under M.G.L. c¢. 32B, and further
provided that each of the following criteria applies and is met by the retiree:

The individual must have directly retired from service to the Town of Walpole
and be receiving a retirement allowance in accordance with M.G.L. ¢. 32, i.e.
retiree must currently be receiving pension from Town of Walpole service
immediately preceding retirement (except as specifically provided in M.G. L.
32B,s. 9).

Employees who resign from the Town of Walpole and are eligible to receive a
retirement allowance, but who elect to defer their retirement allowance may be
eligible to continue on the Town's contributory life and health insurance programs
provided that the individual pays one hundred percent (100%) of the monthly
premium.

Employees who are eligible to receive a retirement allowance as of the date the
employee resigns from employment with the Town of Walpole but who do not
actually commence receipt of their M.G.L. c. 32 retirement allowance until a
later date, may enroll on a Town offered health benefit plan during the next
open enrollment period after the individual commences receipt of his/her
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retirement allowance. If the former employee enrolls after five (5) years of
resignation date the town/retiree contribution rate for such individuals shall be the
percentage rate of the HMO Plan coverage of current new hires on the date that their
retirement is approved by the retirement board.

E. The individual must have been qualified and eligible to participate in the Town's
group insurance program as an active employee of the Town of Walpole,
including, though not limited to, being eligible for group insurance benefits
immediately preceding the date of retirement.

F. If an individual is eligible to participate in the Town's group insurance benefit
program but has declined to do so prior to retirement, then an otherwise eligible
retiree may enroll during an open enrollment period in a group benefit insurance
program offered to retirees if the retiree both submits all necessary documentation
to the Town and/or the Plan at the time of open enrollment and if the retiree is
able to furnish evidence of insurability at the time of enrollment.

G. In compliance with M.G.L. c. 32B, s. 18, all retirees eligible for Medicare shall
enroll in Medicare B at age sixty-five (65). Eligible retirees in Medicare B are
only eligible for Senior Supplement plans offered by the Town's group insurance
benefit program. Failure or refusal of eligible retirees to enroll in the Medicare
program shall mean cancellation of enroliment in the group benefit plan.

503-007: Election to Forego Coverage

The signature of the eligible employee on the Town of Walpole and Walpole Public
Schools New Hire Information Employment Package, Health, Life and Dental
Insurance Information section shall serve as election to forgo participation in the
group insurance benefit program, i.e. affirmative declining of participation (M.G.L. c.
32B, s. 4) if required enrollment forms are not returned within thirty (30) days of the
date of hire.

That is, failure to submit the appropriate signed benefit enrollment form(s) to the
Personnel Office shall be considered a declination of coverage. Should an employee
elect not to participate within thirty (30) days of the date of hire, the employee must
wait until the next open enrollment period in order to enroll in the group insurance
benefit program, unless the employee experiences a qualifying event which will
allow enrollment outside the open enrollment period.

503-008: Retention of Insurance While on Unpaid Leave

A. Employees on designated, approved family medical leave in accordance with the
Family Medical Leave Act of 1993 or maternity leave shall be entitled to continue
to receive the Town's contribution to a Town offered group benefit plan during the
term of the leave. It is the employee's responsibility to provide the required
documentation to the Town Administrator's designee(s) (Assistant Town
Administrator, Human Resource Administrator) or Superintendent of Schools
(school personnel) to verify designated, approved FMLA leave. Failure to do so
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shall mean ineligibility for the group benefit plan during the term of the leave and
cancellation of enrollment.

B. Employees who are on unpaid medical leave, which is not designated as family
medical or maternity leave, shall be entitled to continue to receive the Town's
contribution towards a Town offered group benefit plan during the period that the
unpaid leave is determined to be medical leave by the Office of the Town
Administrator or the Superintendent of Schools (for school personnel). It is the
employee’s responsibility to provide any and all documentation required by the
Office of the Town Administrator to verify medical leave. Failure to do so shall
mean ineligibility for the group insurance benefit plan during any or all of the
medical leave and cancellation of enrollment. It is the employee's responsibility to
remit timely payment of his/her portion of the rate as directed by the Town
Administrator's designee(s). Failure to do so shall mean ineligibility for the group
benefit plan during the term of the leave and cancellation of enrollment of the
individual.

C. Employees on approved, unpaid leave which has not been designated as FMLA,
maternity or medical leave and are not receiving wages, i.e. are not on the payroll,
shall be eligible for the group insurance program if they contribute one hundred
percent (100%) of the premium for continuation of enrollment. Employees are
responsible to provide any and all documentation required by the Office of the
Town Administrator or the Superintendent of Schools (for school personnel) to
verify the approved, unpaid leave and are responsible for payment of the premium
on the date of the month established by the Office of the Town Administrator.
Failure to provide said documentation and/or remit timely premium payment shall
mean ineligibility for the group insurance benefit plan during any or all of the
leave and cancellation of enrollment.

D. Employees shall be eligible to continue their group insurance benefit plan while
on leave of absence for no longer than two (2) consecutive calendar years from
the time of the initiation of the leave. At the conclusion of the two (2) years on
leave the individual shall cease to be considered employees for group insurance
purposes.

503-009: Employee Termination

Coverage will terminate on August 31st for school employees who terminate their
employment at the end of the school year.

When an employee's employment ends within the first 15 days of the month, the
insurance will terminate on the 15th of that month, if employment ends within the
last 15 days of the month, insurance will terminate on the last day of that month.
Payroll deductions taken for insurance beyond the termination date will be
reimbursed to the employee.
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SECTION 504 HEALTH INSURANCE UNDER THE FEDERAL
AFFORDABLE CARE ACT POLICY

The Town of Walpole and the Walpole School Committee (Walpole) are implementing
this Policy and the following procedures in order to meet their obligations under the
Patient Protection and Affordable Care Act (ACA). Walpole is committed to being in full
compliance with the AC A. Walpole is categorized as a large employer under the ACA
and may be subject to an Employer Shared Responsibility Payment (ESRP) if one of its
full-time employees purchases health insurance through Massachusetts Health Connector
and receives a tax credit for that purchase. The following procedures are designed to
ensure that the Town will be in compliance with the ACA and, therefore, will avoid, or at
least minimize, any liability for ESRPs.

504-001: Look-Back Measurement Method: Measurement Administrative, and
Stability Periods.

Pursuant to the ACA, ongoing (current) Walpole employees who are employed for at
least 130 hours of service per month must be offered Town-sponsored health insurance
for themselves, their spouses, and dependents up to age 26. Walpole shall employ a 6-
month look-back measurement method to determine eligibility for all employees. This
standard measurement period shall begin on January 1, 2015. After six months, Walpole
shall have up to 3 months (the administrative period) to determine if any full-time
employees (total hours divided by 6 must equal at least 130 hours) have not been offered
Town-sponsored health insurance and to enroll (or disenrollment) them if necessary. If
there are any such employees, Walpole shall offer them Town-sponsored health insurance
for the 6 months following the measurement period. This 6-month coverage is called the
stability period. How many hours an employee works during the stability period is
relevant only in determining whether he/she will be eligible for Town-sponsored health
insurance coverage in the next stability period. The measurement, administrative, and
stability periods shall then repeat themselves on an ongoing basis.

The administrative period will be the same length for all employees and it will not serve
to reduce or lengthen either the measurement or stability periods. To prevent gaps in
health insurance coverage, the administrative period will overlap with the prior stability
period during which time an employee's classification (full-time or part-time) will remain
unchanged.
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When Walpole hires a new employee who is expected to work on a full-time basis,
Walpole shall offer Town-sponsored health insurance upon initial employment. Once the
employee has been employed by Walpole for a full standard measurement period (the
same period that applies to ongoing employees), he/she shall become an ongoing
employee and be included in the normal look-back measurement cycle for determining
eligibility.

For new employees expected to be variable hour, seasonal, and part-time employees,
Walpole shall track their hours of service using an initial measurement period of 6
months. The initial measurement period shall begin on the first day of the first calendar
month following the employee's start date (or on the first day of the first payroll period
starting on or after the employee's start date, if later). As with ongoing employees, an
administrative period of up to 3 months shall be employed, along with a 6-month stability
period. Once a new variable hour, seasonal, or part-time employee has been employed by
Walpole for a full standard measurement period (the same period that applies to ongoing
employees), he/she shall become an ongoing employee and be included in the normal
look-back measurement cycle for determining eligibility.

504-002: Hours of Service and Periods of Time Not Included in 6-Month Calculation.

As mentioned previously, a Walpole employee must average at least 130 hours of service
over a 6-month period to be entitled to Town-sponsored health insurance. The following
categories of service count toward the 130 hour average: each hour worked for which an
employee is paid; unpaid short scheduled breaks (not including unpaid lunch breaks of at
least 30 minutes), paid time off due to vacation, holiday, illness, incapacity (including
disability), layoff, jury duty, military duty or leave of absence. Generally, unpaid time off
will not count toward the 130 hours of service.

Certain periods of unpaid time off will not be included when calculating the 6-month
standard measurement period. These include: summer months for teachers and other
school employees, FMLA leave, military leave, jury duty. For these special periods of
unpaid time off, Walpole will determine the average hours during the measurement
period, excluding the special unpaid leave period, and will use that average as the average
for the entire measurement period.

504-003: Guidance.

Should Walpole employees have any questions regarding this policy, please contact the
Valorie Donohue in the Human Resource office. Her telephone number is 508-660-7294
and her email address is vdonohue@walpole-ma.gov.
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Town Of Walpole
Board of Selectmen

700 TOWN FINANCE|

SECTION 701 PURCHASING POLICY

701-001: GENERAL

The Town Of Walpole as stated in its Charter, Article 1V, Section 4-3 empowers the Town
Administrator to purchase all goods and services for the Town of Walpole. The Purchasing
Department shall act on the Town Administrator’s behalf and oversee and facilitate the
Purchasing done by all Town Departments using the MUNIS Purchase Order system. Purchasing
shall also coordinate centralized purchasing for commodities such as paper, envelopes etc. and
also conduct formal bidding for goods and services as dictated by Massachusetts General Law. In
monitoring all purchasing functions done by employees of the Town of Walpole, the Purchasing
Department is responsible that purchases are made in an open, fair, competitive manner and
goods and services are obtained at the lowest responsible and responsive cost.

701-002: PURCHASING THRESHOLDS & GUIDELINES

Chapter 30B establishes three sets of procedures for awarding supply and service contracts
depending on the value of the purchase/contract.
1. Contracts Under $10,000 — Sound business practices shall be observed at all times.

2. Contracts from $10,000-$50,000 — Price quotations from a least three vendors must be
obtained prior to making any purchase. Where possible, these shall be written quotes, however in
all circumstances the quotes shall be recorded with the Purchasing Department. Each quotation
received shall include the name(s) and address of the business/firm/person who submitted said
quotation(s), as well as the date and the amount of the quote. The award shall be made to the
responsible vendor offering the supply or service for the lowest price.

3. Contracts Greater than $50,000 — These shall require a formal advertised competition using
sealed bids or proposals. The contract is awarded to the qualified bidder who meets specifications
and offers the best price. Proposals are awarded to the vendor offering the most advantageous
proposal as well as price.

4. State Contract Items: Goods and Services listed on Massachusetts State Contract are not
subject to quote or bid requirements.

701-003: PURCHASE ORDER SYSTEM

700-1



Purchase Orders are the acceptable method to make purchases whenever possible and feasible.
Planning at the department level is required to anticipate needs and purchases. If a purchase is
made outside the normal purchase order process for an emergency it is policy that a Purchase
Order for that purchase be created within twenty-four hours after the point of purchase. Open
Purchase Orders can be created to allow for incidental small purchases from vendors from whom
purchases are made on a frequent basis. Open Purchase Orders can be used at the start of the
fiscal year to encumber estimated services i.e. phone, oil etc. Exceptions to Purchase Orders are
gasoline, advertisements, dues and memberships, legal services.

701-004 EMERGENCY PURCHASES

As emergency situations are rare, so too should be the need to purchase without a purchase order
obtained in advance. The Purchasing Office will be responsible for monitoring this provision and
will advise the Town Administrator of any suspected abuse.

701-005 PURCHASE ORDER PROCESS

The following process shall be observed in entering and creating purchase orders within the
Town’s computerized financial system:
1. Requisition Entry at Department Level
2. Requisition Approved by Department Head (Can be two levels of
approval depending on amount of purchase)
. Requisition Conversion
. Purchase Order Number Assigned/Encumbrance is Posted
. Purchase Orders Printed, Processed and Signed
. Purchase Orders Sent to Each Department for Mailing and Accounts
Payable purposes

(o236 B -V}

SECTION 702 DISPOSITION OF SURPLUS EQUIPMENT

702-001 General Policy

The Town of Walpole retains the option of disposing outright by any means of any supply or
equipment that is broken, unusable, or outdated. Any supply or equipment that is deemed to be
useable will be disposed of by the following manner:

Value Less Than $5,000: The item(s) shall be declared surplus by the responsible Department
Head and forwarded through Purchasing to the Board of Selectmen. The Selectmen may concur
with the recommendation and declare said item(s) as surplus and authorize disposition. At the
Board’s discretion, a minimum bid(s) may be established. The item(s) is then advertised on the
Town of Walpole web page (Purchasing link) and posted in the Town Hall for a period not less
than fifteen days. At that time, the item may be awarded to the highest responsible bidder.

Value Equal To or Greater Than $5,000: The item(s) shall be declared surplus by the
responsible Department Head and forwarded through Purchasing to the Board of Selectmen. The
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Selectmen may concur with the recommendation and declare said item(s) as surplus and authorize
disposition. At the Board’s discretion, a minimum bid(s) may be established. The item(s) is then
advertised in a local newspaper and on the Town of Walpole web page (Purchasing link) and
posted in the Town Hall for a period not less than fifteen days. At that time, the item may be
awarded to the highest responsible bidder.

Other Disposal Methods: Yard sales, silent auctions, online auctions, or live auctions may be
utilized herein if approved by the Town Administrator and Board of Selectmen.

Award of Bid & Payment Requirements: All supplies and equipment shall be sold “as is”, and
the selected purchasers are responsible for moving awarded item(s) not more than five (5) days
following award of bid. Payment shall be made in the form of a certified check.

SECTION 703 TI1E BREAKER PROCEDURE FOR QUOTES AND BIDS

703-001 General Policy

Despite its simplicity, a coin toss will be used to break a tie. The tied vendors/purchasers will be
called and informed of the tie. They will be invited into the office (if possible) and be witness to
the flip of the coin in the presence of one or more witnesses. The procurement officer and
witnesses will sign a statement under penalties of perjury stating that the named
vendors/purchasers submitted offers that were tied in price and that the tie breaker procedure was
implemented. The Town will advise any aggrieved vendor/purchaser that such tie breakers are
considered to be fair if used as stated herein and thus use of such will not be questioned. The
results of the tie breaker will be documented in writing and kept in the procurement file
pertaining to the quote/bid.

SECTION 704 RED FLAG POLICY AND IDENITY THEFT PREVENTION PROGRAM

Purpose

To establish an Identity Theft Prevention Program designed to detect, prevent and mitigate
identity theft in connection with the opening of a covered account or an existing covered account
and to provide for continued administration of the Program in compliance with Part 681 of Title
16 of the Code of Federal Regulations implementing Sections 114 and 315 of the Fair and
Accurate Credit Transactions Act (FACTA) of 2003.

704-001 DEFINITIONS
1 Covered Account means:
a An account that a financial institution or creditor offers or maintains,

primarily for personal, family, or household purposes, that involves or is designed
to permit multiple payments or transactions, such as a credit card account,
mortgage loan, automobile loan, margin account, cell phone account, utility
account, checking account, or savings account; and

b. Any other account that the financial institution or creditor offers or
maintains for which there is a reasonably foreseeable risk to customers or to the
safety and soundness of the financial institution or creditor from identity theft,
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including financial, operational, compliance, reputation, or litigation risks.

2. Credit means the right granted by a creditor to a debtor to defer payment of debt or to
incur debts and defer its payment or to purchase property or services and defer payment
therefore.

3. Creditor means any person who regularly extends, renews, or continues credit; any
person who regularly arranges for the extension, renewal, or continuation of credit; or any
assignee of an original creditor who participates in the decision to extend, renew, or continue
credit and includes utility companies and telecommunications companies.

4. Customer means a person that has a covered account with a creditor.

5. ldentity theft means a fraud committed or attempted using identifying information of
another person without authority.

6. Notice of address discrepancy means a notice sent to a user by a consumer reporting agency
pursuant to 1 U.S.C. 8 1681 (c)(h)(1)

7. Person means a natural person, a corporation, government or governmental subdivision or
agency, trust, estate, partnership, cooperative, or association.

8. Personal Identifying Information means a person’s credit card account information, debit

card information, bank account information and driver’s license information and for a natural
person includes their social security number, mother's birth name, and date of birth.

9. Red flag means a pattern, practice, or specific activity that indicates the
possible existence of identity theft.

10. Service provider means a person that provides a service directly to the Town
11. Town means the Town of Walpole.

Findings

1. The Town is a creditor pursuant to 16 CFR § 681.2 due to its provision or
maintenance of covered accounts for which payment is made in arrears.

2. Covered accounts offered to customers for the provision of Town services include
utility accounts and development review accounts.

3. The process of opening a new covered account and making payments on such
accounts have been identified as potential processes in which identity theft could occur.

4. The Town limits access to personal identifying information to those
employees responsible for or otherwise involved in opening covered accounts or
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accepting payment for use of covered accounts. Information provided to such
employees is entered directly into the Town's computer system and is not otherwise
recorded.

5. The Town determines that there is a low risk of identity theft occurring in the following
ways:

a. Use by an applicant of another person's personal identifying
information to establish a new covered account; and
b. Use of another person’s credit card, bank account, or other method of

payment by a customer to pay such customer's covered account or accounts.
704-002 PROCESS OF ESTABLISHING A COVERED ACCOUNT
As a precondition to opening a covered account in the Town through our designated web site,
each applicant shall access a secure web site and provide the necessary information to
complete a credit card or ACH transaction. Setting up a covered account shall require proof
of residency and a government issued identification card.

704-003 ACCESS TO COVERED ACCOUNT INFORMATION

1. Access to customer accounts shall be password protected and shall be limited to authorized
Town personnel.

2. Any unauthorized access to or other breach of customer accounts is to be reported
immediately to the Town Clerk and the password changed immediately.

3. Personal identifying information included in customer accounts is considered confidential
and any request or demand for such information shall be immediately forwarded to the Finance
Director.

704-004 CREDIT CARD PAYMENTS

1 Inthe event that credit card payments that are made over the Internet are

processed through a third party service provider, such third party service provider shall certify
that it has an adequate identity theft prevention program in place that is applicable to such
payments.

2. All credit card payments made over the telephone or the Town's web site shall be entered

directly into the customer's account information in the computer database.

3. Account statements and receipts for covered accounts shall include only the last four
digits of the credit or debit card or the bank account used for payment of the covered account.
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704-005 SOURCES AND TYPES OF RED FLAGS

All employees responsible for or involved in the process of opening a covered account or
accepting payment for a covered account shall check for red flags as indicators of possible
identity theft and such red flags may include:

1. Alerts from consumer reporting agencies, fraud detection agencies or service providers.
Examples of alerts include but are not limited to:

a. A fraud or active duty alert that is included with a consumer report;
b. A notice of credit freeze in response to a request for a consumer report;
c. A notice of address discrepancy provided by a consumer reporting agency;
d. Indications of a pattern of activity in a consumer report that is
inconsistent with the history and usual pattern of activity of an applicant
or customer, such as:
i.  Arecent and significant increase in the volume of inquiries
il.  An unusual number of recently established credit
relationships
ili. A material change in the use of credit, especially with respect to
recently established credit relationships; or
Iv. Anaccount that was closed for cause or identified for abuse of
account privileges by a financial institution or creditor.

2. Suspicious documents. Examples of suspicious documents include:

a.  Documents provided for identification that appear to be altered or forged;

b.  Identification on which the photograph or physical description is
inconsistent with the appearance of the applicant or customer;

c. ldentification on which the information is inconsistent with information
provided by the applicant or customer;

d. ldentification on which the information is inconsistent with readily
accessible information that is on file with the creditor, such as the application
for service; or

e. An application that appears to have been altered or forged, or appears to
have been destroyed and reassembled.

3. Suspicious personal identification, such as suspicious address change. Examples of
suspicious identifying information include:

a.  Personal identifying information that is inconsistent with external
information sources used by the financial institution or creditor. For example:

i.  The address does not match any address in the consumer report;
ii. The Social Security Number (SSN) has not been issued, or is
listed on the Social Security Administration's Death Master File.
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b.  Personal identifying information provided by the customer is not consistent
with other personal identifying information provided by the customer, such as
a lack of correlation between the SSN range and date of birth.

c.  Personal identifying information or a phone number or address, is associated
with known fraudulent applications or activities as indicated by internal or
third-party sources used by the financial institution or creditor.

d.  Other information provided, such as fictitious mailing address, mail
drop addresses, jail addresses, invalid phone numbers, pager numbers or
answering services, is associated with fraudulent activity.

e.  The SSN provided is the same as that submitted by other applicants or
customers.

f.  The address or telephone number provided is the same as or similar to the
account number or telephone number submitted by an unusually large
number of applicants or customers.

g  The applicant or customer fails to provide all required personal
identifying information on an application or in response to notification that
the application is incomplete.

h. Personal identifying information is not consistent with personal
identifying information that is on file with the financial institution or creditor.

i.  The applicant or customer cannot provide authenticating information
beyond that which generally would be available from a wallet or consumer
report.

4. Unusual use of or suspicious activity relating to a covered account. Examples of
suspicious activity include:

a.

b.

Shortly following the notice of a change of address for an account, Town
receives a request for the addition of authorized users on the account.

A new revolving credit account is used in a manner commonly associated with
known patterns of fraud patterns. For example:

i. The customer fails to make the first payment or makes an initial payment
but no subsequent payments.

An account is used in a manner that is not consistent with established patterns of
activity on the account. There is, for example:

i Nonpayment when there is no history of late or missed payments.

ii. A material change in purchasing or spending patterns;

An account that has been inactive for a long period of time is used (taking into
consideration the type of account, the expected pattern of usage and other
relevant factors).

Mail sent to the customer is returned repeatedly as undeliverable although
transactions continue to be conducted in connection with the customer’s
account.

The Town is notified that the customer is not receiving paper account statements.
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g. The Town is notified of unauthorized charges or transactions in connection with a
customer’s account.

h. The Town is notified by a customer, law enforcement or another person that it
has opened a fraudulent account for a person engaged in identity theft.

5. Notice from customers, law enforcement, victims or other reliable sources regarding possible
identity theft or phishing relating to covered accounts.

704-006 PREVENTION AND MITIGATION OF IDENTITY THEFT

In the event that any Town employee responsible for or involved in restoring an existing
covered account or accepting payment for a covered account becomes aware of red flags
indicating possible identity theft with respect to existing covered accounts, such
employee shall use his or her discretion to determine whether such red flag or
combination of red flags suggests a threat of identity theft. If, in his or her discretion, such
employee determines that identity theft or attempted identity theft is likely or probable,
such employee shall immediately report such red flags to the Finance Director. If, in his or
her discretion, such employee deems that identity theft is unlikely or that reliable information
is available to reconcile red flags, the employee shall convey this information to the Finance
Director, who may in his or her discretion determine that no further action is necessary. If
the Finance Director in his or her discretion determines that further action is necessary, a
Town employee shall perform one or more of the following responses, as determined to be
appropriate by the Finance Director:

a. Contact the customer;
b. Make the following changes to the account if, after contacting the customer, apparent that
someone other than the customer has accessed the customer’s covered account:
i. change any account numbers, passwords, security codes, or other security
devices that permit access to a account; or

ii. close the account;

c. Cease attempts to collect additional charges from the customer and decline to sell the
customer’s account to a debt collector in the event that the customer’s account has been
accessed without authorization and such access has caused additional charges to accrue;

d. Notify a debt collector within [select time frame, for example, 48 hours] of the
discovery of likely or probable identity theft relating to a customer account that ~ has
been sold to such debt collector in the event that a customer's account has been sold to a
debt collector prior to the discovery of the likelihood or probability of identity theft relating
to such account;

e. Notify law enforcement, in the event that someone other than the customer has
accessed the customer's account causing additional charges to accrue or accessing
personal identifying information; or

f. Take other appropriate action to prevent or mitigate identity theft.
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2. In the event that any Town employee responsible for or involved in opening a new
covered account becomes aware of red flags indicating possible identity theft with respect
an application for a new account, such employee shall use his or her discretion to
determine whether such red flag or combination of red flags suggests a threat of identity
theft. If, in his or her discretion, such employee determines that identity theft or
attempted identity theft is likely or probable, such employee shall immediately report
such red flags to the Finance Director. If, in his or her discretion, such employee deems
that identity theft is unlikely or that reliable information is available to reconcile red flags,
the employee shall convey this information to the Finance Director, who may in his or
her discretion determine that no further action is necessary. If the Finance Director in his
or her discretion determines that further action is necessary, a Town employee shall
perform one or more of the following responses, as determined to be appropriate by the
Finance Director:

a.  Request additional identifying information from the applicant;

b. Deny the application for the new account;

c.  Notify law enforcement of possible identity theft; or

d. Take other appropriate action to prevent or mitigate identity theft.
704-007 UPDATING THE PROGRAM

The Board of Selectmen shall annually review and, as deemed necessary by the Board
of Selectmen update the Identity Theft Prevention Program along with any relevant red
flags in order to reflect changes in risks to customers or to the safety and soundness of the
Town and its covered accounts from identity theft. In so doing, the Board of Selectmen
shall consider the following factors and exercise its discretion in amending the program:

The Town’s experiences with identity theft;

Updates in methods of identity theft;

Updates in customary methods used to detect, prevent, and mitigate identity theft;
Updates in the types of accounts that the Town offers or maintains; and

Updates in service provider arrangements.

AR

704-008 PROGRAM ADMINISTRATION

The Finance Director is responsible for oversight of the program and for program
implementation. The Town Administrator is responsible for reviewing reports prepared by
staff regarding compliance with red flag requirements and with recommending material
changes to the program, as necessary in the opinion of the Town Administrator, to address
changing identity theft risks and to identify new or discontinued types of covered accounts.
Any recommended material changes to the program shall be submitted to the Board of
Selectmen for consideration by the Board of Selectmen.

1The Finance Director will report to the Town Administrator at least annually, on
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compliance with the red flag requirements. The report will address material matters related
to the program and evaluate issues such as:

a. The effectiveness of the policies and procedures of Town in addressing the
risk of identity theft in connection with the opening of covered accounts and
with respect to existing covered accounts;

b. Service provider arrangements;
C. Significant incidents involving identity theft and management's
response; and
d. Recommendations for material changes to the Program.
2. The Finance Director is responsible for providing training to all employees

responsible for or involved in opening a new covered account or accepting payment for a
covered account with respect to the implementation and requirements of the Identity
Theft Prevention

Program. The Finance Director shall exercise his or her discretion in determining the
amount and substance of training necessary.

704-009 OUTSIDE SERVICE PROVIDERS

In the event that the Town engages a service provider to perform an activity in connection
with one or more covered accounts the Finance Director shall exercise his or her discretion
in reviewing such arrangements in order to ensure, to the best of his or her ability, that the
service provider's activities are conducted in accordance with policies and procedures,
agreed upon by contract, that are designed to detect any red flags that may arise in the
performance of the service provider's activities and take appropriate steps to prevent or
mitigate identity theft.

704-010 TREATMENT OF ADDRESS DISCREPANCIES

Pursuant to 16 CFR 8 681.1, this establishes a process by which the Town will be able to form a
reasonable belief that a consumer report relates to the consumer about whom it has requested a
consumer credit report when the Town has received a notice of address discrepancy. In the event
the Town receives a notice of address discrepancy, the Town employee responsible for verifying
consumer addresses for the purpose of providing the municipal service oar account sought by the
consumer shall perform one or more of the following activities, as determined to be appropriate by
such employee:

1. Compare the information in the consumer report with:

a. Information the Town obtains and uses to verify a consumer's identity in
accordance with the requirements of the Customer Information Program rules
implementing 31 U.S.C. § 5318(1);

b. Information the Town maintains in its own records, such as applications for
service, change of address notices, other customer account records or tax records; or
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C. Information the Town obtains from third-party sources that are deemed reliable
by the relevant Town employee; or

2. Verify the information in the consumer report with the consumer.

704-011 FURNISHING CONSUMER'S ADDRESS TO CONSUMER
REPORTING AGENCY

1 In the event that the Town reasonably confirms that an address provided by a
consumer to the Town is accurate, the Town is required to provide such address to the
consumer reporting agency from which the Town received a notice of address discrepancy
with respect to such consumer. This information is required to be provided to the consumer
reporting agency when:

a. The Town is able to form a reasonable belief that the consumer report relates to
the consumer about whom the Town requested the report;

b. The Town establishes a continuing relation with the consumer; and

C. The Town regularly and in the ordinary course of business provides information

to the consumer reporting agency from which it received the notice of address
discrepancy.

2. Such information shall be provided to the consumer reporting agency as part
of the information regularly provided by the Town to such agency for the reporting period in
which the Town establishes a relationship with the customer.

704-012 METHODS OF CONFIRMING CONSUMER ADDRESSES

The Town employee charged with confirming consumer addresses may, in his or her discretion,
confirm the accuracy of an address through one or more of the following methods:

1. Verifying the address with the consumer;

2. Reviewing the Town's records to verify the consumer's address;
3. Verifying the address through third party sources; or

4. Using other reasonable processes.

SECTION 705 CAPITAL PLANNING POLICY

1. The Town will maintain its physical assets at a level adequate to protect the Town's capital
investments and to minimize future maintenance and replacement costs. The Town's physical
resources are a major component of the Town's overall financial assets and represent a significant
investment of public funds. As such, the Town must adequately maintain and update its capital
assets.
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. The Town will develop a multi-year plan for capital improvements to be known as the "Five-Year
Capital Plan", which will be updated on an annual basis. This report will include all known
capital needs for a five year period for all school and municipal operations.

. Capital items shall be defined as follows:
e Items requiring an expenditure of at least $5,000.00 and having a useful life of more
than five years.

e Projects consisting of real property acquisitions, construction, capital asset
improvements, long-life capital equipment, or major maintenance/repair of an
existing capital item, as distinguished from a normal operating expenditure.

e All Items obtained under a long term lease requires a two-thirds vote of the
legislative body.

e Bulk purchases of similar items, such as technology and furniture purchases, shall be
aggregated and the total considered a capital item.

. The Town shall regularly invest in capital items on an ongoing basis. Annual delays in
reinvesting in the Town's capital assets and equipment can often lead to delaying major problems
that result in larger investments of financial resources to correct. The Board of Selectmen will
continue to stress the importance of capital reinvestment and will carefully balance the financing
of capital with annual operating expenses.

. The funding source for capital projects must be identified and analyzed before any long term
bonded capital project is recommended. Funding sources for capital projects must be analyzed so
as to balance the limited resources available within Proposition 2%.

6. Capital projects funding should also be reviewed in relation to impact on property tax
limitation.

e Projects funded with current tax revenues should identify impact on annual
operating budget.

e Projects funded with long-term debt and not exempted from Proposition 2% should
identify impact on annual operating budgets.

e Projects funded with long-term debt and exempted from Proposition 2% should
identify impact on annual tax rate and/or tax bill (debt exclusion).

. The estimated annual operating cost of a proposed capital project, as well as debt service costs,
will be identified before any long-term bonded capital project is recommended.

Capital projects may increase future expenses, decrease future expenses or may be cost-neutral.
The funding of capital projects may fall within available revenue (taxes or fees) or new revenue
sources (debt or capital exclusions). It is important to project the impact that the proposed capital
project has on the operating budget so that operating budget funding sources can also be
identified or new funding sources identified. Future operating and maintenance costs for all new
capital facilities will be fully evaluated.

SECTION 706 DEBT MANAGEMENT POLICY
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706-001: OBJECTIVES

The use of long-term debt as a funding source is a prudent means of meeting the depreciating cost
of capital assets. It is also a way of spreading current capital cost to a changing population
benefiting from the use of the capital. However, left unchecked, long-term debt may strain
delivery of services, burden taxpayers with excessive payments and impact the financial health of
the community. The purpose of this policy is to establish guidelines and measurers governing the
use of long-term debt in order to maintain sound financial practices and to demonstrate our
commitment to timely repayment of debt issued.

706-002: TYPES OF DEBT

Massachusetts General Laws, ¢ 44, sections 7 and 8 govern the purposes for which municipalities
may issue debt and sets out the maximum period of issuance for bonds. The full faith and credit
of the community is pledged to repay the principal and interest incurred to pay for the following
types of debt.

1. General Fund Debt is payable from general revenues, mainly taxation, and has a direct impact
on delivery of services. General obligations bonds in recent years have been used to construct
and reconstruct schools, purchase land, repair Town Hall, construct a new library and replace
deteriorating equipment.

2. Water and Sewer Debt is repaid through revenues generated by the operation of the Water and
Sewer Enterprise funds. The annual principal and interest cost are paid through the imposition of
water and sewer rates and charged to the rate payers benefiting from the capital assets. Sewer
main extensions, pumping stations, water and sewer mains, water storage tanks and other capital
replacements have been funded through the enterprise funds.

706-003 DEBT LIMITS

Massachusetts General Law limits the amount of debt a community may authorize to 5 percent of
the Equalized valuation (EQV) as determined by the Bureau of Local

Assessments from time to time. The Town may borrow up to 10% of EQV with the approval of a
state board consisting of the attorney general, the state treasurer, the state auditor and the director
of accounts. It is important to note that all debt, both General Fund and Water and Sewer Debt,
are counted together against the Community’s overall debt limit.

The Town, however, has determined that the statutory limits may impose too great a burden on
revenues and the general operation of the town government and, therefore, has hereby adopted a
more conservative debt limit. It is hereby adopted that the Town, as a policy, establishes a debt
service ceiling that is not greater than 10% of the annual operating budget. That is to say annual
principal and interest payments together shall not exceed 10% of the annual operating budget.

Expiring debt from completed and re-paid projects shall be replaced, to the greatest degree

possible, with debt service for new projects eligible for bonding. This shall promote continued
repair and replacement of Town infrastructure and equipment.
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New debt may be added to the rolls annually provided that the overall increase in the debt budget,
not including new debt excluded from the limitations of Proposition 2 %2, shall not increase
greater than six percent in any one fiscal year and meets the requirements set out in paragraph
above.

SECTION 707 RESERVES POLICY

The Town’s reserves are a major factor in the Town’s bond rating. Sudden decline in reserve
amounts could result in a decline in bond rating and potential increases in the cost of borrowing.
Reserve funds are defined as the Stabilization Fund and Free Cash. Reserves are maintained to
cover revenue shortfalls or to make possible capital projects without the need to borrow.
Accordingly, the Board of Selectmen establishers the following Reserve Policy:

1. Reserves, including the combined balance of Undesignated Fund Balance and Stabilization
Fund, should be maintained at 5 -15% of general fund operating revenues. The primary objective
of the Town's reserve policy is to provide the Town the flexibility to sustain service levels despite
the adverse financial impacts of economic downturns and unforeseen and extraordinary expenses.

a. The Town will endeavor to maintain a certified Free Cash balance equal to at least 2% of
general fund operating revenues. Unappropriated Free Cash in excess of the 2% benchmark may
be appropriated to the Stabilization Fund in furtherance the objectives outlined in paragraph b) of
this policy.

b. The Town will endeavor to maintain a Stabilization Fund large enough to buffer the General
Fund from the impact of two to three years of reduced state aid and/or declining local receipts.
Appropriations from the Stabilization Fund may be for any lawful purpose (Chapter 40, 85) and
may only be made by a two-thirds vote of Town Meeting. Interest earned on Stabilization Fund
balances will be retained in the Stabilization Fund. If and when the Town draws monies from the
Stabilization Fund, the Town should also present a plan for replenishing the fund.

Undesignated Fund Balance in excess of the goal reserve amount may be used for non-recurring

emergency expenditures, or appropriated to a Stabilization Fund for future capital projects and
equipment purchases, or used to provide property tax relief.

SECTION 708 TAX INCREMENTAL FINANCING (TIF)

708-001 GOALS AND OBJECTIVES

A. Attract new Businesses

Manufacturing/Office Park
Commercial - Downtown
Commercial - Route 1
Research facilities

Service - Professional

mhwn =
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6. Hotel
7. All other

B. Encourage existing businesses to expand

C. Reconstruction/Renovation of vacant commercial or real estate properties that have received a
property tax abatement, because of the vacancy for a 5-year period

D. Demolition of and then the erection of new construction on the site of vacant commercial or
real estate properties that have received a property tax abatement, because of the vacancy for a 5-
year period

Stimulate Job Creation of jobs paying above the average per-capita income for Walpole

E. Infrastructure Improvements, including, but not limited to:

Repair of existing roads that are on the need list of the DPW

New water mains where current assets need repair

New sewer mains where current assets need repair

Providing sewer to exiting residential districts that have failing septic systems

New storm water drain systems where current assets are not adequate or functioning properly

gagbrwd P

708-02 PROCESS
A.Each application for a TIF will be assessed by the Board on its individual merit.

B. As a general philosophy: The Board is particularly interested in considering economic
development projects which project substantive increases in employment of (target: 10 full-time
jobs, with an income level higher than the average area/community per capita income) and/or a
substantive increase in total property taxable values (target: minimum of 50%).

C. As a general philosophy: The Board believes that the applicant should provide evidence to the
Town that the establishment of a TIF agreement is vital to the applicant's decision to
move/expand his/her operation in Walpole.

D. As a general philosophy: The Board is particularly interested in considering economic
development projects which will enhance the Town's downtown area, or address dormant sites.

E. Each applicant will complete a form developed by the Town and provide the required
fiscal information necessary to allow the Board to assess the request for a TIF agreement.

F. The Board, upon receipt of the required application and appropriate supporting data, may
forward the information to the Town Administrator, who shall review the information and seek
input from one or more of the following: Finance Director, Community Development Director,
Town Appraiser, Building Commissioner, Water and Sewer Superintendent, local citizens and
such other town officials and members of the public and consultants, as deemed appropriate by
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the Town Administrator.

Within four weeks of the referral, the Town Administrator shall prepare a rating system to
evaluate applications, which shall conform to the goals of Walpole's TIF Program and shall
consider, but not necessarily be limited to the following factors:

1. Applicant's current and/or previous presence in Walpole.

2. Number of current and projected future employees - with documentation how the
projected new jobs will compare to the area and/or community's per capita income.

3. Appropriateness of the business for the Town of Walpole, as well as the
appropriateness of the business at the proposed site of the investment

4. Proposed investment - sources of funding - proposed type and nature of the development

5. Size of the TIF being requested and what other state funding/programs and amounts will
award of the TIF leverage for the company.

6. Location of the proposed development
7. Timetable for implementation
8. Importance of the TIF agreement to the proposed project

9. Benefit of the project to the community and commitment of the applicant to support
community activities in the Town of Walpole, both generally and fiscally

10. Company's previous involvement in state or Town economic development programs or
commitments

11. Statement as to how the awarding of Tax Incremental Financing will be in the best
interest of the Town of Walpole
G. Action by the Board of Selectmen
Upon receipt of the written report by the TIF Committee the Board will:
1. Discuss the issue within a regular Selectmen'’s meeting
2. Review the recommendation of the TIF Committee
3. Consider the community's best interests
H. If the Board of Selectmen determines that it will offer a TIF agreement, then the Board will

instruct the TIF Committee to negotiate with the applicant, as a requisite for agreeing to place and
support an article on the next Town Meeting warrant.
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I. Institution of a TIF agreement cannot be instituted until and unless approval, in order, is
granted by:

1. Board of Selectmen

2. Town Meeting

3. 1-495 South Regional Technology Economic Target Area (ETA) (advisory only), and
4. Commonwealth's Economic Assistance Coordinating Council (EACC)

J. The Board reserves the right to seek to revoke all agreements if the applicant fails to fulfill the
stated obligations relative to employment and/or investment.
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Town Of Walpole
Board of Selectmen

800 LICENSING & PERMITTING

SECTION 801 ALCOHOL/LIQUOR LICENSE REGULATIONS

801-001: POLICY STATEMENT

The Board of Selectmen of the Town of Walpole, sitting as the Licensing Authority in and
for the Town, has sole responsibility in the first instance, for the issuance of all alcoholic
beverage licenses within the Town. No license can be issued, surrendered, transferred, sold,
or amended without the specific prior approval of the Authority.

801-002: ONE DAY LIQUOR LICENSE

All requests for one-day liquor licenses must be received a minimum of one week before a
regular scheduled Selectmen’s meeting to have adequate time to obtain comments and
recommendations from Police Department. Holders of One Day Liquor Licenses are
governed by the same Rules and Regulations that pertain to holders of liquor licenses.

801-003: COMMON VICTUALLER’S ALCOHOL, HOURS OF OPERATION

a. Last Call shall be at 12:30 AM and patrons shall be limited to ordering one drink at
last call. NO ONE shall be allowed entrance to the establishment after 12:30 AM and the
doors shall be locked and all outside lights turned off.

There will be NO SERVICE of any alcoholic beverages or CONSUMPTION of alcoholic
beverages after 1:00 AM and all tables, booths and the bar area shall be cleared of all
alcoholic beverages, bottles, and glasses, etc.

All patrons must have vacated the premises by 1:30 AM.

Bona fide employees of the licensed establishment may remain upon or enter upon the
licensed premises outside of the regular hours of operation while actually engaged in
cleaning, opening, closing or preparing for the next day’s business, but they may not
dispense or consume any alcoholic beverage during such non-public hours, nor may the
remain upon the premises any longer than necessary to complete their work.

In any instance wherein a licensee will have employees working on the premises in excess of
sixty (60) minutes after the established closing hour of the licensed establishment, the
licensee shall cause notification of the fat to the given by telephone to the Walpole Police
Department along with an estimate as to how long the work party will be on the premise.

b. Extension of Hours:
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Requests for Extension of Hours must be received in the Board of Selectmen’s office two
weeks prior to the date. There will be NO EXCEPTIONS.

If the Extension is to 2:00 AM, last call will be at 1:30 AM and all patrons will be limited to
one drink at last call.

No one shall be allowed entrance after 1:30 AM and all doors shall be locked and all outside
lights shall be turned off.

There will be no service of any alcoholic beverages nor consumption of alcoholic beverages
after 2:00 AM and all tables, booths and the bar area shall be cleared of all alcoholic
beverages.

All patrons must have vacated the premises by 2:30 AM.
801-004 MANAGEMENT AND CONTROL

a. Each corporate applicant seeking approval to become a Licensee, shall have a Manager
dully appointed and authorized by certified vote of its Board of Directors, or permission
of the owner, and must be acceptable to the Licensing Authority, who shall have power
of approval over same. Any individual appointed manager of an establishment by the
owner/corporation and approved by the Licensing Authority must be a United States
citizen and must take an active role in the management of the subject establishment. No
absentee mangers will be allowed. The Local Licensing Authority must be notified
immediately of any manager vacancy.

b. No licensee shall permit any disorder, disturbance, lewdness, or illegality of any
kind to take place in, upon, or around the licensed premise (including the parking lot).
The licensee shall be responsible for such conduct, whether present or not.

c. No licensee shall allow the sale of alcoholic beverages to an intoxicated person.

d. No Manger or employee of the licensee shall consume any alcoholic beverages while on
duty.

e. No licensee shall make any distinction, discrimination, or restriction or service, access, or
treatment on account or race, color, religious creed, national origin, sex or ancestry.

f. Any licensee shall, upon request of the Licensing Authority, provide a current list of the
names and residential address of all employees working upon the licensed premises.

801-005 PREMISES

a. No physical alteration, the effect of which would be to constitute a change in the
description of the licensed premise as shown on the license, shall be made without the
prior written approval of the Authority. No interior renovations or alterations shall be
made without prior approval of the Authority. Outside dining requires approval of the
Local Licensing Authority and the ABCC.
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b.

The licensed premises shall be subject to inspection at any time by the Police Department
of the Town of Walpole, by the Licensing Authority, or by the Alcoholic Beverages
Control Commission, or by the duly authorized agent(s) of any of them.

The kitchen and premises of any licensed establishment must be kept clean, neat, and
sanitary, to the satisfaction of the Licensing Authority and the Board of Health of the
Town of Walpole, or to the duly authorized agent(s) of either of them.

The Licensing Authority shall have the right and authority to order any licensee to engage
as any private detail police officers from the Walpole Police Department as shall, in the
Authority’s judgment, be necessary to maintain law and order upon the premises to the
licensee (including the parking lot.)

801-006 GENERAL OPERATING REQUIREMENTS

a.

No person shall store or sell any alcoholic beverage at any location or in any part of the
premises at a given location, not specified in the description of premises stated on the
license.

The license to sell or store, as well as a copy of these Rules and Regulations must be
posted in a conspicuous location, clearly visible and accessible to the public, upon the
license premises.

With the exception of establishments licensed as package stores, no licensee shall sell any
alcoholic beverage intended for off-premises consumption; with the exception of
establishments licensed as package stores. No licensee shall allow the sale of alcoholic
beverages in containers designed to be carried from the licensed premises.

The licensee shall, in all cases, be responsible for acquiring all permits, licenses, or
certifications necessary to the conduct of his business; the licensee, moreover, shall be
responsible for prompt notification to the Licensing Authority of any projected change or
amendment needed or contemplated for licenses and permits previously issued.

The licensee shall be responsible for the enforcement of all Rules and Regulations of the
licensing Authority, all Rules and Regulations of the Alcoholic Beverages Control
Commission, and all Massachusetts General Laws pertaining to the operation of an
establishment possessing an alcoholic beverage.

801-007: TIPS POLICY

Effective April 1, 2005 all managers and persons involved in serving of liquors are required

to attend a server training program within thirty calendar days of that person’s first day of
work, except that persons serving under the authority of a one day special license shall be
server trained prior to serving any alcoholic beverages. A copy of the Manager’s certificate
must be on file at the office of the Board of Selectmen. A copy of the server training
certificate of each employee or volunteer involved in the service of liquor shall be kept on the
premises, further all license holders in town and all of those whom have applied for one day
license, will be sent out a list of the training classes that are available by our office

801-008: INACTIVE LIQUOR LICENSE POLICY
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An alcoholic beverage license which is inactive for a period of ninety (90) days shall be
subject to a revocation hearing by the Board of Selectmen unless the licensee has requested
an extension. The licensee shall be asked to discuss and demonstrate his/her operating plans
for the establishment and the manner in which said licensee is serving the best interest of the
community.

In the event a licensed establishment closes for reasons other than an ABCC or Town
enforcement, the licensee shall be required, within fourteen 14 calendar days of closure to
notify the Board of Selectmen by certified mail of said closure.

If the licensee fails to notify the Board that the establishment has ceased to conduct business,
the Board of Selectmen, may institute proceedings, to cancel the license under G.L. ¢.138, s.
77, thirty (30) days after having learned of said closure.

801-009 ADMINISTRATIVE PENALTIES FOR VIOLATION OF ALCOHOLIC
BEVERAGE SALES TO MINORS POLICY

The Board of Selectmen is the Licensing Authority under State law for the award of licenses
for the sale of alcoholic beverages in the Town of Walpole Such licenses are issued to protect
the public interest through the controlled and supervised sale of alcohol to responsible adults
at acceptable locations.

The Board of Selectmen shall impose administrative penalties for violations of its policies.
Offenders may expect one or more of the following consequences as deemed appropriate in
the sole judgment of the Board. In determining penalties for selling alcohol to minors the
Board shall use the following guidelines:

1 Offense  Warning up to a 2 day suspension

2" Offense  Warning up to a 3 day suspension

3" Offense  Warning up to a (7) day suspension

4" Offense  Warning up to a 2 Week suspension
Or Revocation

1. In addition to the administrative action taken by the Board of Selectman those found in
violation are subject to criminal prosecution under Massachusetts General Laws Chapter 138.

2. Depending on the circumstances of the offense the Board of Selectmen may deviate from
and adjust the above guidelines.

3. If there are no violations for a five-year period measured from the date of the last offense,
all prior administrative offenses may be voided.

4. The Board may administer a suspension that consists of consecutive days or not.

5. These are guidelines and the Board of Selectmen reserves the right to modify them at any
time. Each offense will be considered individually.

SECTION 802 BLOCKPARTY REGULATIONS
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1. A permit is required from the Board of Selectmen. Requests should be submitted in
writing listing the name of the event, the date and time and if there will be music or
blocking of roadway. The name address and telephone number of a contact person
should be noted. Approval is subject to review by the Police Department.

2. Any outside music must stop by 9:00 p.m. and should not be heard at a distance of
more than 100 yards.

3. Adequate parking of vehicles must be provided so not to block the roadway or
impede the flow of traffic for emergency vehicles.

4. Consumption of alcoholic beverages must be monitored to ensure that liquor is to be
served only to those of legal age.

5. If the Police Department receives a complaint of loud music, the officer responding
shall advise the permit holder to reduce the level of music immediately, while the officer
is present. Should the Police Department receive a second complaint of lout music and
the responding officer agrees that it is loud, the music must stop and no further outside
music will be allowed. If the music continues after being told to stop, regardless of level,
the Police Department will seek complaints in Wrentham District Court for disturbing the
Peace.

6. Any blockades or barricades must be easily removed for emergency vehicle access.

SECTION 803 BANNER REGULATIONS

1. Banners publicizing local events may be hung for a maximum of 14 days before
the announced event.

2. A permit is required from the Board of Selectmen. Requests should be submitted
in writing listing the name of the event, the sponsoring organization, and the date on
which the event is to be held. The name, address, and telephone number of a contact
person should be noted. Approval is subject to space limitations and is granted on a first-
come/first served basis. Priority will be given to in-town organizations.

3 No commercial advertising will be allowed to appear on the banner. The
Selectmen reserve the right to refuse permission to hang a banner if it is in questionable
taste or condition.

4. The banner is to be hung on the banner poles on the common. The Town of
Walpole takes no responsibility for storage of signs.

5. The banner’s maximum length is 8” and the maximum width is 2’.

SECTION 804 USE OF ADAMS FARM POLICY AND PROCEDURES

The purpose of the policy is to create a guideline for interested groups/parties for the use of
the town owned property, “Adams Farm”.
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Any group/party interested in using the property at Adams Farm must first request approval from
the Adams Farm Committee through the Board of Selectmen’s office using the attached
application. A copy of this application shall be forwarded by the Board of Selectmen to the
appropriate Town officials. The applicant shall obtain approval from the Police and Fire
Departments for comment. This request, accompanied by the recommendation of the Adams
Farm Committee will be forwarded to the Board of Selectmen who shall have the final approval
for any use. It shall be the responsibility of the Adams Farm Committee to keep a schedule and
advise the Board of Selectmen on a quarterly basis of upcoming events.

Should the group/party desire approval for a series of uses or an annual or recurring use of the
Adams Farm Property this must be stipulated within the application and upon receipt of the
recommendation of the Adams Farm Committee the Board of Selectmen may grant series, and/or
reoccurring use through onetime approval. The Board of Selectmen must approve all events/uses
regardless of whether or not the applicant has received prior approval from the Board of
Selectmen for an event/use. Please note: the Adams Farm Committee must make a
recommendation to the Board of Selectmen whether to give approval for each event. It will be
the responsibility of the Adams Farm Committee to inform the Board of Selectmen of the
Committee’s approval of prior use and to work with applicants to create a workable schedule.

It shall be the responsibility of any party seeking to use the property to adhere to the regulations
for use of Adams Farm. The following uses are strictly prohibited:

1. Hunting & Animal traps

2. Unauthorized motorized vehicles, including but not limited to cars, trucks,
tractors, 4 wheel drive vehicles, any type of All terrain vehicle,
motorcycles, trail bikes, or snowmobiles.

3. Alcoholic beverages & illegal substances of any type. However, a one day
Wine and Malt license may be issued by the Board of Selectmen through
the process outlined in Board of Selectmen’s Policies and Procedures
Section 204, Town Owned Parcels & Property Regulations.

4. Open fires; Including Grills and Fire Pits (unless granted permission by
the Walpole Fire Department and if applicable the Board of Health)

5. use of firearms, other weapons, explosives, or projectiles. (Unless approved by
the Walpole Police Department)

6. Dumping & littering. All trash must be removed from the site you are using.

7. Disturbing, removing cutting, or otherwise causing damage to a natural
feature, sign, trail, markers, poster, barrier, building or other property.

8. Damage to crops and/or fields used for agricultural purposes

9. Camping (Unless granted permission by appropriate Town officials)

10. Conduct which disturbs the tranquility of Adams Farm, our neighbors
privacy or enjoyment of this property by others and any illegal action
under the law of the Commonwealth of Massachusetts or Walpole By
Laws.

Signage: All signs posted for an event shall be completely removed after the
event, including any stakes or posts used to support the sign. Signs shall be
placed on the edge of any trail and not in normal walking path.

The following uses are permitted:
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3.
4.

5.
User groups |

Dogs must be leashed at all times. Ensure that your pet does not interfere with
others enjoyment of the property. Owners must pickup any waste left by their
animals.

Mountain bikes are permitted on designated trails, except during March, April
and/or in wet conditions when extensive deterioration of the trails can result.
Group rides of 6 or more requires written permission from the Walpole Board of
Selectmen via the Adams Farm Committee.

Horseback riding is permitted. Group rides of 6 or more requires written
permission from the Walpole Board of Selectmen.

Any other organized group activities require written permission from the Walpole
Board of Selectmen via the Adams farm Committee.

Cross country skiing.

nterested in using the Adams Farm Barn/Pavilion must review and sign the User

Group Sign off Sheet. Upon approval the Barn/Pavilion may be reserved.

While in the woods, please adhere to posted instructions regarding private property.

Visitors are welcome, but on the understanding that they use the area at their own risk and that
they will comply with all of the above regulations. Whosoever disregards or violates any of
these regulations is hereby forbidden to remain upon these premises

and is subject to arrest, a fine not to exceed $100.00, as well as, civil liability for damages to
property and imprisonment as provided by law. The Town of Walpole cannot assume
responsibility for injuries or loss of personal property.

Thank you for your cooperation.

TOWN OF WALPOLE APPLICATION FOR USE OF ADAMS
FARM PROPERTY
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Name: Date:

Address:

Telephone Home: Cell: Work:

E-Mail:

Purpose:

which is to be used by

(Name of Organization)

(Address of Organization)

on the day(s) of

month (s) between the hours of

at the following described place:

(Please provide a brief description of the location at Adams Farm to be utilized.)

What is the maximum number of people to attend? Approximate # of Vehicles:

What is the age group of the people?

Fire Burning Permit needed: (please check)  Yes No

Approval by Fire Department: Granted Not Granted

Fire Department Name/Rank/Date:

Will a police detail or other type of security be provided?

A Police Detail is required when Beer and/or Wine is being served during an event.

(Final determination of detail requirement is the decision of the Walpole Police Department)

Is this request for an annual, reoccurring or series of uses? If so please explain:

If cooking will be taking place during an event at Adams Farm Board of Health Approval is required:
Applicable Not Applicable If applicable: BOH approved BOH
denied Signed & Dated

Please Note: Trash: All trash must be removed from the site you are using.

Signage: All signs posted for an event shall be completely removed after the event, including any stakes
or posts used to support the sign. Signs shall be placed on the edge of any trail and not in the normal
walking path.

Fees: Commercial $500 per day
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Non-resident (as per Fee Schedule) $200 per day

Resident (as per Fee Schedule) $100 per day

The signature below verifies the knowledge of and agreement to the rules and regulations for use of the Adams Farm
property in the Town of Walpole.

Signature Date

*hkkkkkhhkkhhkhkkhhkhhkhkhhkkhkhhkihkikhhkihkikkx OffICIa| Ujse Onlv BBE|0W L /\ne******************************

Recommendation of the Adams Farm Committee: Approved: Denied:

Comments: _

Signature (Adams Farm Committee Chair or Designee)  Printed Name of Signatory
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Adams Farm Barn/Pavilion
User Group Sign off Sheet

By reviewing and signing this agreement the organizer of an event at the Adams Farm
Barn/Pavilion agrees to provide the following:

1.

Event Organizer Signature:
Telephone:

A Certificate of Insurance must be provided to the Town of Walpole prior to use —
Smaller Groups must sign the attached waiver form that indemnifies the Town of
Walpole.

Approximate number of vehicles expected to be parked for the event:

The event organizer agrees that additional Toilet Facilities must be provided by the
organizers for attendees as required.

The event organizer agrees that he/she will be responsible for cleaning up and disposing
and removal of trash that is left over from the event.

Approximate number of guests expected for event:

No grills or open fire pits are allowed during any events at the Adams Farm/Pavilion
unless granted by the Fire Department.

Please submit completed forms the Board of Selectmen’s Administrative Assistant
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RELEASE FROM LIABILITY, INDEMNITY
AND HOLD HARMLESS AGREEMENT

I, on behalf of

(name of group or organization)

in consideration of my being allowed to

do forever RELEASE, acquit, discharge and covenant to hold harmless the Town of Walpole, a
municipal corporation of the Commonwealth of Massachusetts, and its successors, departments,
officers, employees, servants, attorneys and agents, of and from any and all actions, causes of
action, claims, demands, damages, costs, loss of services, expenses and compensation on account
of in any way arising out of, directly or indirectly, all known and unknown personal injuries or
property damage which I may now or hereafter have or may acquire, resulting or to result from
said participation in the aforementioned activities. Furthermore, | hereby agree to protect the
Town of Walpole and its successors, departments, officers, employees, servants, attorneys and
agents against any claim for damages, compensation or otherwise arising out of or resulting from
any injury to any party in connection with said participation in the aforementioned activities and
to INDEMNIFY, reimburse or make good to the Town of Walpole or its successors,
departments, officers, employees, servants and agents any loss or damage or costs, including
attorneys’ fees, which the Town of Walpole or its representatives may have to pay if any
litigation arises from said participation in the aforementioned activities.

| hereby further covenant for myself, my successors and assigns not to sue the said Town
of Walpole, its departments, officers, employees, servants, attorneys, and agents on account of
any such claim, demand or liability.

Singed this day of , 20

Applicant User :

Please print name:

Telephone:
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SECTION 805 FUEL STORAGE LICENSE

805-001: AUTHORITY-MGL

Chapter 148, Town of Walpole By-laws Article IX and Board of Health Underground
Fuel & Chemical Storage Regulations.

805-002: NEW LICENSES

1. Board of Selectmen License Clerk distributes license form in duplicate, receives
completed application with check for $1000 and routes to following Department Heads for
their approval or denial within a 30 day period:

a. Fire Chief- Determination made 527CMR 6.00,NFPA56, 520 CMR 12.00.

b. Board of Health-MGL Chapter 3, Sec. 31 Underground Fuel and Chemical
Storage Regulations for all underground fuel and chemical storage systems of 1,000
gallons or greater throughout Town and all size systems within Aquifer Overlay
District areas 1 and 2. Board of Health must evaluate the distance and impact to any
private wells. Applicant given a least seven days advance written notice of meeting.

c. Board of Sewer and Water Commission- Must evaluate the distance and impact of
any application to the pubic water supply via the Aquifer Overlay Zoning. The Board
should give the applicant at least seven days advance written notice of meeting.

2. Board of Selectmen Licensing Clerk, upon receipt of a completed application,
simultaneously writes to the Building Inspector, attaches a copy of application and plan, to
request a determination if applicant conforms to all building code and zoning requirements.

3. The License Clerk, upon receipt of a completed application with signature approvals by
the Fire chief, Board of Health, Sewer and Water Commission and Building Inspector, then
schedules the Selectmen’s hearing in accordance with MGL Chapter 148, Section 12 as
follows:

4. The applicant must notify, by registered mail, not less than seven days prior to the hearing,
all owners of real estate abutting on the subject land or directly opposite the subject land on
any public or private street. The identity of these persons shall be taken from the most recent
tax list in effect at the time the application is filed.

5. Board of Selectmen conducts public hearing and votes on License Application.

The timetable for the hearing should be reasonable and appropriate, but after all of the above
mentioned reviews.

The Board of Selectmen has and shall exercise considerable discretion which extends beyond

the mere question of fire of explosion risk and involves other considerations affecting the
public interest i.e. traffic.
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805-003: ANNUAL CERTIFICATES OF REGISTRATION

The Fire Chief shall mail by January 1* each year to each property owner who holds a
license for storage of explosives and/or flammable materials an application to renew their
annual Certificate of Registration. (This keeps the master list of license holders current).

The license holder shall mail a copy of or personally deliver the annual Certificate to the
Town Clerk by April 30" each year with a $100 fee paid. A second copy of the filed
Certificate shall be forwarded by the Town Clerk to the Fire Chief in order to update the Fire
Chief’s records.

805-004: TANK INSTALLATION PERMIT

An applicant who applies to install a tank requiring a permit from the Fire Chief shall pay a
fee of $10.00 to the Fire Department. The Fire Chief shall mail to all permit holders by
January 1% of each year the renewal application. The permit holder shall return to the Fire
Department by April 30", the renewal permit application and pay a fee of $10.00. This will
assist the Fire Chief in updating his records of permit holders.

805-005: PENALTIES
In accordance with Town By-Laws-Aurticle IX, the penalty for any violation shall be a fine

of not more than $200. Each day that such violation continues shall constitute a separate
offense.

SECTION 806 KENO LICENSE

The issuance of new Keno Licenses in the Town of Walpole should be restricted to business
establishments with adequate parking in the following categories: restaurants licensed as
Common Victuallers; Alcoholic Beverages Licensees; and Licensed Fraternal Organizations
or Private Clubs.

The determination of whether there exists adequate parking requires that Keno License
applicants submit a floor plan indicating the area to be allotted for Keno gaming. From these
dimensions, an occupancy load can be determined from the State Building Codes. The
Building Inspector will make the determination if there exists adequate parking to support the
proposed Keno use, and convey his finding to the Board of Selectmen.

Establishments such as convenience stores, package goods stores, and gasoline stations,

should not be granted Keno Licenses, as this type of operation would be detrimental to public
order, convenience, and welfare.

SECTION 807 HAWKERS & PEDDLERS

807-001: AUTHORITY-MGL
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Authority to establish the following regulations is via MGL Chapter 101, Section 17. For the
purpose of this regulation the definition of hawkers, peddlers, and transient vendors shall be
the same definitions as those contained in said Chapter 101 of MGL.

807-002: NEW LICENSES

1.

No person shall hawk, peddle, or barter any goods or merchandise within the limits of
the Town of Walpole except as authorized by law, without first obtaining a license to
do so from the Board of Selectmen, upon payment of a license fee, said fee to be in
conformity with Chapter 101 of MGL. This requirement shall not apply to any
hawking or peddling of newspapers, religious publications, ice, flowering plants and
flowers, and wild fruits, nuts and berries.

Persons interested in obtaining a Hawkers & Peddlers license shall make application
in writing to the Board of Selectmen in a format established and as needed from time
to time modified by said Board. As part of the application process, all applicants shall
furnish to the Board of Selectmen written proof of valid and current Workers
Compensation Insurance (if applicable), valid and current liability & casualty
insurance naming the Town of Walpole as an additional insured party, a tax affidavit
statement, copy of state license(s), and a completed Town of Walpole indemnification
form. In addition, any proposed hawking & peddling upon private property shall
require written permission of the property owner submitted at time of application.

All applications shall be reviewed by and shall not be acted upon by the Board of
Selectmen without prior approval of the Walpole Police Department. Applicants shall
complete and be subject to a Criminal Offender Record Information (CORI)
background check.

807-003: RULES & REGULATIONS

1.

The sale by hawkers and peddlers of jewelry, furs, wines, or spirituous liquors, small
artificial flowers or miniature flags is prohibited.

Any person licensed under this regulation shall keep said license in his/her possession
which shall be readily available for display. The license shall indicate the license
number, and shall include the Licensee’s signature and date of the license expiration.
The Licensee shall display such license when requested to do so by any officer of the
Police Department, Town Official, or the Health Director or designee.

No person licensed under this by-law shall conduct business in such a manner as
would impede foot or vehicular traffic along or to a public way or public street or
public sidewalk or access road or driveway.

All hawkers and peddlers shall have adequate trash control.
Vehicles utilized for the selling of frozen desserts or confections must have installed
on said vehicle one or more amber flashing lights visible from the front and rear and

sides of the vehicle and such lights must be flashing when the vehicle is in operation
or stopped for the purpose of transacting business.
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807-004: DURATION OF LICENSE

1. Each license shall be for a one-year period commencing on January 1 and ending on
December 31 of any given year. Licenses issued after January 1 during any year will
expire on December 31 of the same year of issue.

2. Renewal requests for licenses shall be submitted to the Board of Selectmen not later
than November 15 of each year.

807-005: VIOLATIONS & PENALTIES
1. Failure to comply with this regulation may result in suspension or revocation of

licenses and/or permits granted hereunder. In addition, a penalty of twenty dollars for
each offense may be assessed.

SECTION 808: MOTEL OPERATION PERMIT REGULATIONS

808-001: DEFINITIONS
Board — The Board of Selectmen of the Town of Walpole or its designee.

Motel- Any building or portion thereof, other than a hotel or lodging house, in which persons are lodged for
hire with or without meals and which is licensed or required to be licensed under the provisions of section
thirty-two B of chapter one hundred and forty, but excluding private clubs.

808-002: MOTEL OPERATION PERMIT

1. Permit Required: Prior to operating a motel in the Town of Walpole, an operator or owner of such
motel must secure a motel operation permit from the Board of Selectmen in addition to any other permit
or license as required by applicable state or local law or regulation. All operating motels in the Town of
Walpole as of July 1,2008 shall be required to apply for a Motel Operation Permit on or before August
1,2008.

2. Application: Applications for a motel operation permit shall be made in writing, on Town approved
forms, to the Board of Selectmen, and shall provide, under oath, such information as the Board of
Selectmen may require, including, but not limited to, the following:

a. The name and address of the applicant, if an individual; or if a corporation, the name,
date of incorporation, address of its principal place of business and the name and
address of its officers; or if a partnership, association, or unincorporated company, the
name and addresses of the partners or associates and the address of its principal place
of business; and, if a foreign corporation, partnership or unincorporated company, the
name and address of an agent for service of process;

b. The intended place of business within the Town of Walpole
C. The name and residential address of the manager; and
d. A telephone number where the manager or the manager's designee may be

contacted 24 hours per day.
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3. Action Of The Board Of Selectmen - Grant or Denial: The Board, in determining whether to
issue a permit, may consider: public demand for the motel; the suitability of the applicant; and any and
all other relevant facts and circumstances, including the prior operation of a motel or other business in
the Town and any complaints made to any department, officer or employee of the Town with regard
thereto.

The Board of Selectmen shall, within 21 days from the date of receipt of application: (1) grant the
permit; (2) grant the permit under such terms and conditions as it deems appropriate in the public
interest; or (3) deny the permit.

4. Change of Address: Whenever the applicant, as set forth in Section 808-002 2.(a), or the manager, as
set forth in Section 808-002 2.(c) changes his or her residential address or principal place of business, as
appropriate, the Board shall be notified within three (3) days of such change.

5. Permit To Be Displayed: A permit granted under this section must be displayed in clear view
of the public.

6. Permit Period & Fee: Such permit shall be valid from the date of issuance until December 31, unless
sooner revoked or suspended. The annual fee for a motel operation permit or renewal of same shall be
Fifty Dollars ($ 50.00). Such permit shall be automatically renewed for the next annual permit period
upon application by the holder during the month of November provided that said permit covers the same
licensed premises unless cause is shown. If the application is not timely filed, it shall be treated as an
application for a new permit.

7. Transfer Or Sale Of Permit Prohibited: No motel operation permit shall be sold, assigned or
transferred, and such sale, assignment or transfer shall automatically terminate said permit.

8. Physical Premises:

a. All premises covered by the license shall be kept in a clean and sanitary condition.

b. No outside area shall be used as a gathering place for patrons unless approved by the Board.

c. The premises shall be lighted in all public areas in a manner sufficient for the safety of the
patrons and visitors.

d. The interior of the premises shall be sufficiently lighted at all times and all exits shall be
properly designated by lighted signs, "Exit" as same may be mandated by the Building
Inspector of the Town of Walpole or by the Fire Department of the Town of Walpole.

9. Hotel & Motel Management:
a. Each corporate permitee must appoint a manager by a properly authorized and executed
delegation.
b. The responsibilities of every license holder and manager shall be as follows:
(1) To obey these regulations and all state and local laws and regulations;
(2) To promptly notify the police of any disturbances or illegal activity on the
licenses premises of which the manager becomes aware;
(3) To cooperate fully with authorized agents of the Board, including but not
necessarily limited to, any police officer of the Town of Walpole, the Town
Administrator or the Administrator's agent, in the event of an investigation or
inspection of the licenses premises.
c. Any such notice sent to the manager as named in the records of the Board or the owner
at the address of the licensed premises shall constitute valid legal notice to the permitee.

10. Environs Of Licensed Premises:
a. It shall be the obligation of the permitee to ensure that a high degree of supervision is
exercised over the conduct of the licensed establishment at all times. Each permitee shall
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be accountable for all violations that are related to the licensed premises to determine
whether or not the permitee acted properly in the given circumstances.
b. A permitee shall act reasonably and diligently to disperse loiterers or patrons who
attempt to congregate in front of or at the licensed premises in an unauthorized manner.
Failure of the permitee to keep such persons from congregating at the licensed premises
may lead to disciplinary action against the permitee for allowing a public nuisance.
Action to be taken by the permitee shall include: (I) maintaining the front door in a closed
position; (2) asking loiterers to disperse; (3) promptly notifying the police if loiterers
refuse to disperse; (4) hiring a security guard or stationing a security employee as needed
to disperse loiterers if there is a persistent problem.
¢. When any noise, disturbance, misconduct, disorder, act or activity occurs in the licensed
premises, or in the area in front of or adjacent to the licensed premises, or in any parking
lot provided by the permitee for the use of its patrons, which in the judgment of the Board
adversely affects the protection, health, welfare, safety or repose of the residents of the
area in which the licensed premises are located, or results in the licensed premises
becoming the focal point for police attention, the permitee shall be held in violation of the license
and subject to proceedings for suspension, revocation or modification of the license.

11. lllegal Activity On Licensed Premises:
a. A permitee shall make all reasonable and diligent efforts to ensure that illegal
activities do not occur at the licensed premises. Such efforts shall include:

1) Frequent monitoring of restrooms and other nonpublic areas of the premises
for signs of drug activity or other illegalities;

2 Paying attention to activities on the premises of known drug users or drug
dealers or prostitutes or others who are known to have been convicted of
crimes which may be conducted at the permitted premises;

3) Calling promptly for police assistance as necessary to protect patrons against
injury or to evict unruly patrons or to uncover unlawful conduct or to give
medical assistance and providing police with requested information;

4) Hiring security personnel to deal with chronic unlawful activity at the
premises, such as prostitution or gambling or larceny from patrons or
assaults and batteries or other problems associated ‘with the premises.

b. There shall be no disorder, prostitution, illegal gambling, illegal drug use or
sales or possession, or other illegal activity on the licensed premises or any
premises connected therewith.

12. Other Causes For Revocation, Suspension, And/Or Modification:
a. Any permit issued pursuant to these Regulations may be modified, suspended,
or revoked for any of the following causes:

(1) Violation by the permitee of any provision of these Regulations, or any other
relevant state or local law or regulation, or if the public health and safety so
requires;

(2) Fraud, misrepresentation, false material statement, concealment or suppression
of facts by the permitee in connection with an application for a permit or for
renewal thereof;

(3) Operation of the premises covered by the permit without prior approval or the
Board,;

(4) Failure to comply with any condition, stipulation or agreement upon which any
permit was issued or renewed by the Board or upon which any application or
petition relating to the premises was granted by the Board. It shall be the duty of
the permitee to ensure that all appropriate personnel at the licensed premises are
familiar with these Regulations and with any conditions on the permit.

(5) Refusal by any permitee and, if a corporation, by a manager, officer, or director
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thereof to appear at an inquiry or hearing held by the Board with respect to any
application or matter bearing upon the conduct of the licensed business or bearing
upon the character and fitness of such person to continue to hold a license.

13. Enforcement:

a. Suspensions or Revocations: Permitees in violation of these Regulations or any other
relevant federal, state or local law or regulation may be subject to the following
enforcement actions:

(1) First offense; warning to seven day suspension.

(2) Second offense; warning to thirty day suspension.

(3) Third offense; warning to revocation.
Only offenses which have occurred within the two years preceding the date of
violation shall be used in calculating the number of offenses for purposes of this
section. The Board may use its discretion in determining whether the facts
surrounding a violation warrant a penalty which is more lenient or severe than that
suggested in this subsection, and the provisions of this subsection shall not be
construed so as to limit the Board's authority to consider alternative dispositions, or
further conditions on a license, or alternate penalties.

b. Non-Criminal Disposition: The provisions of these Regulations may also be
enforced through any other lawful means in law or in equity by the Board of
Selectmen, the Town Administrator, or their duly authorized agents, or any police
officer of the Town of Walpole, and by any available means in law or equity,
including but not limited to enforcement by non-criminal disposition pursuant to
G.L. c. 40, 821D. Each day a violation exists shall constitute separate violation.

When enforced through non-criminal disposition, the penalties shall be as follows:
(1) First violation: $100.00
(2) Second violation: $200.00
(3) Third and subsequent violations: $300.00

14. Service Of Suspension Order: When the Board suspends the license or licenses of any
permitee, it shall provide the permitee with written notice thereof, which shall include an order
of suspension for public display that must contain the words, "No Service - Operation Permit
suspended per order of the Board of Selectmen of the Town of Walpole." Such order shall be
publicly displayed by the permitee in the following manner. If there is a door opening from the
street into the licensed premises and a window facing the street upon which such door opens,
such order shall be displayed in such window so that it may readily be seen from the street.. If
the licensed premises are otherwise located, such order shall be affixed to the door of the
entrance to the premises and displayed in such a way that it may be readily seen from the street.

Suspension orders of the Board, as above, shall remain affixed throughout the entire period of
suspension. The removal, covering, defacement, or obliteration of the order of suspension or the
failure to maintain the order of suspension in the manner and place required prior to the
expiration of the suspension period shall be deemed the act of the permitee and shall be cause for
further suspension, modification or revocation of the license.

15. Permit Holder’s Right of Appeal: A permit holder may appeal a decision of the Board
pursuant to MGL ¢.294, 84.
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TOWN OF WALPOLE
TAXI
RULES AND REGULATIONS

SECTION 809 TAXI LICENSES - APPLICATION & LICENSING REGULATIONS

809-001 LICENSE REQUIRED

Prior to the operation of any vehicle, the licensee must secure a taxi license for each vehicle. The Board
of Selectmen may only issue a taxi license if the vehicle has passed an inspection administered by a
qualified garage authorized by the Registry of Motor Vehicles. . The results of the inspection shall be
submitted to the Chief of Police. This inspection shall include the regular items (mechanical, safety &
emissions) as well as other safety items (passenger area safety, climate control, meter operation, etc.). In
addition, as provided in Section 810-001, an Inspection by a Police Department designee shall be
performed prior to the submission of an application hereunder.

All proposed operators of taxis shall be listed within the application, and shall be not less than 25 years of
Age. All operators of taxis shall be subject to a full CORI and driver history background check, and shall
require the approval of the Chief of Police prior to presentation before the Town of Walpole Board of
Selectmen. The licensee shall provide within the application to the Board a copy of all drivers’ names,
addresses and current valid drivers licenses.

A taxi license shall set forth the applicant’s name and address, name and place of Taxicab business and a
description of the vehicle with its identification number or numbers and the number of seats exclusive of
the operator. A valid Commonwealth of Massachusetts vehicle registration and proof of insurance shall
be submitted with the application, as specified herein.

Any issued license shall be valid for a period of one year from May 1 unless sooner revoked or
suspended. New licenses issued after May 1 shall expire on April 30 of the succeeding year, unless
otherwise renewed by the Board of Selectmen.

809-002 APPLICATION

Applications for a taxi license shall be made in writing, on Town approved forms, to the Board of
Selectmen, and shall provide, under oath, such information as the Board of Selectmen may require,
including the following:

(@ The name and address of the applicant, if an individual; or if a corporation, the name,
date of incorporation, address of its principal place of business and the name and address of
its officers; or if a partnership, association, or unincorporated company, the name and
addresses of the partners or associates and the address of its principal place of business;
and, if a foreign corporation, partnership or unincorporated company, the name and address
of an agent for service of process.
(b) The intended place of business within the Town of Walpole
(c) The intended place of nighttime vehicle storage.
(d) Proposed hours of operation.
(e) A telephone number(s) where the licensee may be contacted during the day and in the
evening. 24 Hour telephone access to the Licensee is MANDATORY.
(f) The make, model, vehicle identification number, and age of the vehicle.
(g) A copy of the certificate of insurance coverage page for the vehicle.
(h) Copy of Commonwealth of Massachusetts vehicle registration for each vehicle.
(i) Anapplicant must be at least twenty-five (25) years of age;
(1) Copy of a valid Massachusetts operator’s license issued in accordance with
the provisions of Massachusetts General Laws, Chapter 90 for each proposed operator.
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(K) A copy of the applicant’s Massachusetts operator’s license;

() A signed waiver authorizing a full CORI and Driver History search for the  Applicant and
EACH proposed operator.

(m) Name of applicant; the applicant's residence, date of birth, place of birth, father's
name, mother's name and maiden name, height, weight, complexion, color of hair and of
eyes, and social security number;

(n) Any convictions, admission to sufficient facts or pleas with regard to felony or misdemeanor
offenses, stating the courts in which such matters were heard, and the date of such offenses;
and

(o) Any traffic violations for which there was a finding of responsibility for a period of
three (3) years prior to the date of the application for the license or for such additional
time as the Board of Selectmen shall require.

809-003 FEE

The application fee for a Taxi License shall be two hundred dollars ($200.00). In addition, the annual fee
for a vehicle for taxi license or renewal of same shall be one-hundred dollars ($100.00), which amount
shall include the annual inspection as required of these regulations, and administrative expenses.
Renewals shall be on May 1% every year. The fee for a duplicate or amended taxi license shall be one-
hundred dollars ($100.00). The application fee shall be non-refundable and is due at the time of
application. The Annual Fee shall be payable upon approval of the license by the Board. The license shall
not be issued until the fee has been paid.

809-004 LICENSING PROVISIONS - GENERAL

The Board of Selectmen may, upon receipt of a completed application, and after an initial hearing issue a
license under such terms and conditions as it deems appropriate and in the public interest after a hearing is
held on the initial application. The Board of Selectmen may require that the licensee provide the Board
with a continuously updated list of those persons employed by the licensee as operators of vehicles for
hire. The decision to grant or deny shall be strictly the discretion of the Board of Selectmen.

Such license shall be valid for a period of one year from May 1 of that year unless

revoked or suspended as provided herein.

809-005 CHANGE OF ADDRESS

A licensee shall not change his/her address or the place at which a vehicle is kept without prior approval
of the Board of Selectmen.

809-006 LICENSE TO BE DISPLAYED

No taxi shall be operated without a valid taxi license displayed in clear view of the passengers.

809-007 VEHICLE RATES TO BE DISPLAYED

Every taxi shall have displayed in clear view of the passengers a notice of the current rates.

809-008 INSURANCE CERTIFICATE

All licensees shall maintain appropriate vehicle insurance as required by the Commonwealth of
Massachusetts and shall carry evidence of such insurance in the licensed vehicle at all times. A

copy of this insurance certificate must be provided to the Licensing Authority at time of application and

each year at renewal time. The policy shall state that it if it is revoked or amended, the insurance company
will notify the Licensing Authority not later than ten (10) days prior to the effective date of the revocation
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or amendment.

All taxi operators shall carry personal liability in the minimum amount of $300,000 for each person and
$1,000,000 each accident.

809-009 SUSPENSION OR REVOCATION

A license may be revoked or suspended by the Board of Selectmen for a violation of the law or these
regulations, or if the public interest, health and/or safety so requires, or if the licensee and/or its
employees shall act in a manner contrary to the best interests of the Town as may be determined by the
Board of Selectmen following a hearing. Following any such hearing and vote of revocation or
suspension, the Board of Selectmen shall, as soon as is practical, provide the licensee with written notice
of said revocation or suspension. Upon suspension or revocation, said license shall be immediately
surrendered to the Board of Selectmen.

Any hearing called to determine a possible revocation or suspension shall be provided in writing via
certified mail to the Licensee. The hearing shall be held not earlier than ten (10) days following mailing
of said notice. At the hearing the licensee will have the opportunity to present testimony and other
evidence and be represented by a person of his choice. The Chief of Police is authorized to order a
temporary suspension of the license pending formal hearing before the Board of Selectmen for any
violation that he/she may deem warrants immediate action.

809-010 TRANSFER OR SALE OF LICENSE PROHIBITED

No taxi license provided for in these regulations shall be sold, assigned or transferred, and such sale,
assignment, or transfer shall automatically terminate said license. Nor shall a majority in interest of any
entirety holding such a license be sold, assigned or transferred. Such sale, assignment, or transfer shall
automatically terminate said license.

809-011 TAXI CAB SALE

Any licensee who shall cease to be the owner of said vehicle, shall at once surrender the taxi license for
said vehicle to the Board.

TAXI LICENSES - VEHICLE REQUIREMENTS

809-012 TAXI VEHICLES - ANNUAL INSPECTION

Before a taxi is licensed, and annually in order to renew the license on May 1% of that year, such taxi
shall be thoroughly inspected and examined by a designee of the Police Department for the purpose of
determining that the Taxi is in a fully safe and good condition, clean inside and outside, of good
appearance, and well maintained and painted. At the time of the annual inspection, the operator of the
Taxi shall present to the Police Department designee the Taxi license and inspection sheet supplied by the
town for each vehicle. The Police Department designee shall, after inspecting the vehicle, either date and
sign the taxi license application/inspection sheet and return it to the operator or inform the operator of
corrections that must be made before the license application/inspection sheet will be returned.

Any vehicle having failed an inspection and requiring re-inspection shall be subject to an additional
twenty dollar ($20.00) re-inspection fee. Nothing herein shall relieve a Taxi business Licensee of its sole
responsibility to ensure the safety of the vehicle and compliance with all applicable laws and regulations,
and the licensee is at all times responsible for the vehicle and shall be liable for all penalties and/or
damage resulting from the operation of the vehicle by an employee, agent, or any other person operating
the vehicle.
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809-013 TAXI VEHICLES - UNFIT VEHICLE

The Board of Selectmen shall deny the issuance or renewal or shall authorize the Chief of Police to
temporarily suspend of a taxi license for any vehicle found to be unfit, unsafe, or in any manner in
violation of State or Walpole regulations/laws including being unsuited for the purposes herein set forth.
The Board may, at its pleasure, proceed to a hearing as outlined in Section 809-009 for severe or
continued violations of this provision.

809-014 TAXI VEHICLES - STATE ISSUED REGISTRATION NUMBER PLATES

Any Taxi have affixed thereto such number plates as are prescribed for use by the Registrar of Motor
Vehicles, which shall be attached to the said vehicle in accordance with the rules and regulations of the
Registry of Motor Vehicles and the laws of the Commonwealth of Massachusetts.

809-015 TAXI VEHICLES - VEHICLE MARKINGS
Taxi: Every Taxi shall be identifiable with the word “Taxi,” “Cab,” or “Taxicab”.

If the license holder operates more than one taxi, each taxi shall have an identification number, not less
than four inches high and one half inch wide, painted in two conspicuous places on the taxi in contrasting
colors.

809-016 TAXI VEHICLES - TAXI METERS

Every taxi shall be operated under the taximeter system. Taximeters shall be installed and inspected in
accordance with the laws of the Commonwealth of Massachusetts and rules and regulations prescribed by
the Director of the Division of Standards.

Taximeters must be tested and sealed by the Department of Weights and Measure before being placed in
service and on an annual basis.

Whenever a taximeter has been damaged, or repairs that might in any way affect the accuracy of
its indications have been made, or any of the official security seals have been mutilated, such
device shall not thereafter be used until it has been officially examined and re-approved.

The use of a vehicle with a missing, malfunctioning, damaged, or otherwise inaccurate taximeter
shall constitute a major violation and shall be grounds for immediate revocation of all licenses
held by the owner of said vehicle.

809-017 TAXI VEHICLES - IMPROPER OPERATION OR EQUIPMENT

No person operating a Taxi shall have or permit to be on or in such vehicle or on or about his person
anything which may interfere with the proper operation of such vehicle, nor shall any Taxi be operated if
it is unsafe or improperly equipped. At no time shall any Taxi be operated when the passengers therein
are in excess of its licensed seating capacity.

809-018 TAXI OPERATORS
No owner or person having the care of a Taxi shall permit, suffer, or allow any person other than an
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approved Taxi Operator pursuant to Section 809 of these regulations to operate such vehicle.
809-019 TAXI OPERATOR RESPONSIBILITIES - TRIP RECORD

The operator of the Taxi shall maintain a written record of trips during all shifts worked. The written
record of trips must be available for inspection, upon demand, by a police officer and must be turned in to
the vehicle owner for record keeping purposes at the end of the operator's shift. The owner of a licensed
Taxi must produce, upon demand of the designee of the Police Department a record of all trips made by
such vehicle for a period of one hundred eighty days prior to the date of demand, the record to give the
name and address of the driver, the time of the beginning and termination of each trip, location of the first
and last stop on each trip, and the total fare charged for each trip.

809-020 TAXI OPERATIONS - HIRED VEHICLES

No person having charge of a Taxi shall take up or carry any passenger after the vehicle has been
occupied or engaged by a prior passenger without the permission of the first passenger.

809-021 TAXI OPERATIONS - PASSENGER SEATING

No person in charge of a Taxi shall allow anyone to ride upon the driver's seat or adjacent to the driver's
seat; provided, however, that a bona fide passenger may ride adjacent to the driver’s seat when: (1) the
seats inside the Taxi are fully occupied; or (2) the physical condition of the passenger necessitates the use
of the front seat.

809-022 ILLEGAL ACTIVITIES

No owner or operator of a Taxi shall participate in, or allow passengers to participate in, any illegal
activities.

809-023 TAXI OPERATIONS - FOUND PROPERTY

The driver shall thoroughly search the interior of the vehicle, including the trunk if used by a passenger,
immediately after the termination of each trip. Found property shall be returned to the passenger or taken
to the police department prior to the conclusion of the Taxi operator’s shift. If any dangerous or illegal
item is found in the vehicle then the Taxi operator shall notify the Police Department immediately.
809-024 TAXI RECEIPTS

Every operator or owner of a Taxi shall, when requested, give the customer a receipt. The receipt must
contain the date, starting and ending time, fare, miles traveled in whole miles and fifths of a mile, vehicle

for hire license number and the phone number of the vehicle for
hire business permit holder.

809-025 TAXI FEE SCHEDULE

No person shall charge or receive fares for a Taxi within the Town of Walpole in any sums of money
other than those prescribed by the fee schedule promulgated by the Board as from time to time amended.

809-026 RATE OF FARE FOR TAXI’S

The fare to be taken by or paid to the owner, driver, or other person having charge of any Taxi shall be
per the following schedule:
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The fee shall be $3.10 for the first 4/5 of a mile.
There shall be a charge of $.50 for each additional 1/5 mile

In addition to the mileage charge, a charge for waiting time may be charged at the rate of $24.00 per hour
for actual waiting time beginning three minutes after the arrival of the taxi.

There shall be a 10% discount from the above rates as follows:

1. Senior Citizens
2. Fares to Any Hospital of Doctor’s Office

809-027 DISPLAY OF TAXI FARE RATES

Prior to the commencement of transport, the fee shall be disclosed to the passenger(s) via a written fee

scheduled displayed in full view of all passengers..

809-028 LICENSE REGULATION AMENDMENTS — APPLICATION TO LICENSE
HOLDERS

All licenses required by these regulations shall be subject to such terms and conditions as the Board of
Selectmen shall from time to time prescribe.

809-029 LICENSE ISSUING AUTHORITY

These regulations are adopted under authority of G.L. ¢.40, §
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Town Of Walpole
Board of Selectmen

900 SEVERABILITY]

SECTION 901 GENERAL POLICY

901-001: GENERAL

1. If any provision of this policy manual is, or shall at any time be, contrary to
any law, then such provision shall not be applicable or performed or enforced,
except to the extent permitted by law.

2. In the event that any provision of this policy manual is, or shall be at any

time, contrary to any law, all other provisions of this policy manual shall continue
in effect.
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